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1. Introduction and Aims 

1.1 Introduction 

At Chetwynd Spencer Academy, we have a culture of encouraging high attendance levels in recognition of the 
close link between good attendance and maximising educational success whilst our children are with us at our 
Academy, but also for their longer-term education pathway, employment opportunities and life experiences.  
We believe it instils good habits for so many aspects of our children’s future lives. 

The Department of Employment (the DfE) recommends 96% as the minimum attendance level which schools 
– and by extension parents – should focus upon.  Whilst recognising that longer term illness, hospitalisation 
and medical conditions often are the reason for an individual year’s attendance falling below this level, at 
Chetwynd we always investigate patterns of recurrent, random short-term illnesses over longer periods of 
time.  As such, we pay very close attention to reasons for non-attendance. 

Punctuality plays another important role in starting the pupils’ day off positively, as well as establishing good 
practice for when they move to secondary school and then the world of work. 
 

100% 
Attendance 

 

0 Days Missed 

 

Excellent 

98% and above 
Attendance 

Chetwynd’s whole school  

yearly target and minimum expectation 

 

Good 

Below 95% 
Attendance 

95% represents  

9 Days of Absence 

1 week 4 days missed learning  

 

Concern 

 

Below 90% 
Attendance 

90% represents  

19 Days of Absence  

3 weeks 4 days missed learning 

 Extreme concern 

/Attendance 
enforcement 

 85% represents  

28 Days of Absence 

5 weeks 3 days missed learning 

 

 80% represent  

38 Days of Absence 

7 weeks 3 days missed learning 

 

 75% represents 

46 Days of Absence 

9 weeks 1 day of missed learning 
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1.2 Aims 

Spencer Academies Trust (SAT) and Chetwynd Spencer Academy are committed to fulfilling our obligation to 
school attendance through our whole-academy culture and ethos that values and understands the importance 
of good attendance – high achievement depends on good attendance.  This includes:  

• promoting good attendance;  

• promoting punctuality in attending our Academy; 

• reducing absence, including persistent and severe absence; 

• ensuring that each of our children has access to the full-time education to which they are entitled; 

• acting early to address patterns of absence and; 

• building strong relationships with families to ensure our children have the support in place to attend 
our Academy. 

Whilst we will apply our policy fairly and consistently, we will also ensure that we consider the individual needs 
of our children and their families who have specific barriers to attendance. 

2. Legislation and Guidance  

This policy meets the requirements of Working Together to Improve School Attendance (2022) published by 
the Department for Education (DfE), and refers to the DfE’s statutory guidance on School Attendance Parental 
Responsibility Measures (2015). These documents are drawn from the following legislation setting out the 
legal powers and duties that govern school attendance: 

• Part 6 of The Education Act 1996 

• Part 3 of The Education Act 2002 

• Part 7 of The Education and Inspections Act 2006 

• The Education (Pupil Registration) (England) Regulations 2006 (and 2010, 2011, 2013, 2016 
amendments) 

• The Education (Penalty Notices) (England) (Amendment) Regulations 2013 

This policy also refers to the DfE’s guidance on the school census, which explains the persistent absence 
threshold. 

3. Roles and Responsibilities  

3.1 SAT and Local Governing Body 

SAT, through their Director of Inclusion and Engagement and by delegation, the Local Governing Body, is 
responsible for: 

• promoting the importance of attendance across our Academy’s policies and ethos; 

• making sure school leaders fulfil expectations and statutory duties; 

• regularly reviewing and challenging attendance data; 

• monitoring attendance figures for the whole school; 

• making sure staff receive adequate training on attendance and; 

• holding the Principal to account for the implementation of this policy. 

The Director of Inclusion and Engagement is Sarah McAneny.   

https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
https://www.gov.uk/government/publications/parental-responsibility-measures-for-behaviour-and-attendance
https://www.gov.uk/government/publications/parental-responsibility-measures-for-behaviour-and-attendance
https://www.legislation.gov.uk/ukpga/1996/56/contents
https://www.legislation.gov.uk/ukpga/2002/32/contents
https://www.legislation.gov.uk/ukpga/2006/40/contents
https://www.legislation.gov.uk/uksi/2006/1751/contents/made
https://www.legislation.gov.uk/uksi/2006/1751/contents/made
https://www.legislation.gov.uk/uksi/2013/757/regulation/2/made
https://www.legislation.gov.uk/uksi/2013/757/regulation/2/made
https://www.legislation.gov.uk/uksi/2013/757/regulation/2/made
https://www.gov.uk/guidance/complete-the-school-census
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Our Link Governor for Attendance is Emily Brown. 

3.2 Our Principal  

Our Principal is responsible for:  

• the implementation of this policy at our Academy; 

• monitoring academy-level absence data and reporting it to governors; 

• supporting staff with monitoring the attendance of individual pupils; 

• monitoring the impact of any implemented attendance strategies and; 

• issuing fixed-penalty notices, where necessary. 

3.3 Our Senior Leader Responsible for Attendance 

Our Senior Leader for Attendance is responsible for: 

• leading attendance across our Academy; 

• offering a clear vision for attendance improvement; 

• evaluating and monitoring expectations and processes; 

• having an oversight of data analysis; 

• devising specific strategies to address areas of poor attendance identified through data; 

• arranging calls and meetings with parents to discuss attendance issues and; 

• delivering targeted intervention and support to pupils and families.  

Our Senior Leader responsible for attendance at Chetwynd Spencer Academy is Caroline Hallows who can be 
contacted via telephone on 0115 9177353. 

3.4 Our Attendance Officer  

Our Academy Attendance Officer is responsible for:  

• monitoring and analysing attendance data (see section 7); 

• benchmarking attendance data to identify areas of focus for improvement; 

• providing regular attendance reports to academy staff and reporting concerns about attendance to 
our Senior Leader responsible for attendance and our Principal;  

• working with academy partners, the Local Authority and Education Welfare Officers to tackle 
persistent absence and; 

• advising our Principal when to issue fixed-penalty notices. 

Chetwynd Spencer Academy’s Attendance Officer is Gaynor Moore who can be contacted via telephone on 
0115 9177353. 

3.5 Our Teachers 

Our teachers are responsible for recording attendance on a daily basis, and submitting this information via 
SQUID.  

The person in our Academy Administration Team responsible for transferring this information is Debra 
Stewart and she will then use the correct codes to transfer the information from SQUID to SIMS (our Academy 
information system).   
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The Attendance Register must be taken on the same day and by 9am for the morning sessions and by 
1.30pm for the afternoon sessions. 

3.6 Our Academy Administration Staff 

Our Academy Administration staff (based in our Academy Office) will: 

• take calls from parents about absence on a day-to-day basis and record it on our Academy 
information system (SIMS); 

• make absence calls daily for children not in attendance; 

• inform the class teacher, Attendance Officer and Attendance Senior Leader via our safeguarding 
management system (CPOMS) of any concerns with regards to attendance; 

• transfer calls from parents to the teacher/Attendance Officer/Principal in order to provide them 
with more detailed support on attendance. 

3.7 Parents/Carers  

Parents/Carers are expected to: 

• make sure their child attends every day and on time; 

• bring their child to our Academy until their child is old enough and responsible enough to walk to 
school (usually this happens when our children are in Year Six; 

• accompany their child to our Academy Office if they arrive after 8.50am to ensure they arrive safely 
in school and that their reason for lateness is explained by their accompanying adult/carer to one of 
our Academy Administration staff, rather than by the child themselves.   

• call our Academy Office to report their child’s absence before 8.50am on the day of the absence 
(and each subsequent day of absence), and advise when they are expected to return; 

• provide our Academy with more than 1 emergency contact number for their child and; 

• ensure children are collected on time at the end of our Academy day at 3.20pm; 

• ensure that, where possible, appointments for their child are made outside of our Academy day. 

School Hours: 

Academy gates open 8.40am 

Morning Registration and our Academy day starts 8.50am 

Morning Registers closed 9.00am 

Due to a staggered lunchtime, Afternoon Registration starts between 12.50pm and 1.20pm 

Afternoon Registers closed 1.30pm 

Academy gates open 3.10pm 

Academy day ends 3.20pm 

All absences can be reported using our Academy telephone line on 0115 9177353. 

3.8 Our Children 

All Chetwynd Spencer Academy children are expected to: 

• Attend every school day and lesson on time. 
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4. Communication 

Information on punctuality, unauthorised absence and illness is set out in our Academy Welcome booklet. This 
emphasises the importance of being at our Academy on time and notifying our Academy Administration Team 
if a child is absent for any reason.  

The importance of regular attendance is discussed and explained at our Pre-school Welcome Induction 
Meeting held each year in Summer Term for children about to enter Reception Class. This reiterates that 
children should be brought to our Academy on time, so that each child can be given the best possible start to 
the Academy day. It is also stressed that young children particularly should be collected promptly, as they can 
become upset if left behind on their own. Parents are asked to share any worries that their child might have, 
which may mean that they might become unhappy and might not want to come to our Academy.  

Children should be collected on time from our Academy at the end of the day. If for any reason a parent, or a 
nominated person known to our Academy, is unable to collect the child, a member of our Academy 
Administration staff should be notified, by telephone, as soon as possible of the alternative arrangements. No 
child is allowed to leave our Academy without prior notification of the alternative arrangement.  

Children are also admitted to our Academy by the Local Authority at various times of the year, and into various 
Year Groups, where vacancies occur. Parents allocated a place are asked to make an appointment with one of 
our Academy Administration Team to arrange an Induction Meeting.  

At Induction Meetings: 

• The importance of regular attendance is always highlighted, together with other school routines. 
Authorised and unauthorised absences are explained to parents.  

• Parents are requested to arrange their family holidays within Academy holidays, rather than in term 
time. At Chetwynd, we prefer that family holidays should be taken during Academy holidays, so that 
a child’s education is not disrupted. 

Parents are reminded in our half-termly newsletters that they should not take their children out of our 
Academy unnecessarily for holidays or visits. 

5. Recording Attendance 

5.1 Attendance Register  

We will keep an attendance register (within our information system, SIMS) and place all our children onto this 
register. We will take our attendance register at the start of the first session of each academy day and once 
during the second session. It will mark whether every child is: 

• present; 

• attending an approved off-site educational activity; 

• absent, or; 

• unable to attend due to exceptional circumstances. 

Any amendment to the attendance register will include: 

• the original entry; 

• the amended entry;  

• the reason for the amendment; 

• the date on which the amendment was made and; 

• the name and position of the person who made the amendment. 
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(See Appendix 1 for the DfE attendance codes.) 

We will also record: 

• whether the absence is authorised or not; 

• the nature of the activity if a child is attending an approved educational activity, or; 

• the nature of circumstances where a child is unable to attend due to exceptional circumstances. 

We will keep every entry on the attendance register for 3 years after the date on which the entry was made. 

Our gates open at 8.40am. 

Our children must arrive into our Academy by 8.50am on each school day. 

The register for the first session will be taken at 8.50am and will be kept open until 9.00am.  

Our afternoon session starts are staggered; afternoon sessions starting either at 12.50pm or 1.20pm 

Each Afternoon Register will be opened no later than 1.20pm. Afternoon Registers are closed at 1.30pm. 

5.2 Unplanned Absence 

Every pupil’s parent/carer must notify our Academy of the reason for the absence on the first day of an 
unplanned absence by 8.50am or as soon as practically possible either: 

• by calling and speaking to a member of our Academy Administration staff; or  

• by leaving a full and detailed message containing the child’s name, the name of the parent/carer 
leaving the message, the time of the message and the reason for the child’s absence/lateness, with 
an anticipated arrival time. 

Parents/carers must not notify our Academy of their child’s absence (unplanned or planned) using email or 
through our Academy’s communication system (DOJO).  

When marking the attendance register in our Academy, the reason for a child’s absence is noted.  

If our Academy is not informed of the reason, the absence is marked as unauthorised.  

After 9.00am, our Academy will endeavour to contact a family member or (if we are unable to do this with 
the family’s emergency contact), via telephone or text alert message, to establish the whereabouts of the 
missing child in order for the school to confirm the child is safe. 

For safeguarding and depending on each child’s circumstance, a home visit may be carried out and the police 
and/or social care alerted of the missing child if our Academy are unable to contact a parent/carer. 

All attendance information is recorded in our Academy information system (SIMS).  

We will mark absence due to illness as authorised unless our Academy has a genuine concern about the 
authenticity of the illness. 

If the authenticity of the illness is in doubt or there are concerns about persistent absence, our Academy may 
ask the child’s parent/carer to provide medical evidence, such as a doctor’s note, prescription, appointment 
card or other appropriate form of evidence. We will not ask for medical evidence unnecessarily. 

If our Academy is not satisfied about the authenticity of the illness, the absence will be recorded as 
unauthorised and parents/carers will be notified of this in advance. 

See also section 8 for how we monitor absences. 
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5.3 Planned Absence  

Attending a medical or dental appointment will be counted as authorised as long as the pupil’s parent/carer 
notifies our Academy in advance of the appointment. 

Parents are asked to complete an application for Leave of Absence form, if they wish to take their child out of 
our Academy for an appointment, visit or holiday (see Appendix 2) and returned either by hand to one of our 
Academy Administration Team or by email using info@chetwyndspencer.com .  
 
Wherever possible, the Leave of Absence form should be submitted at least 2 weeks before the planned 
absence is due to take place and copies of any medical/other relevant evidence should be submitted with the 
Leave of Absence form. If other evidence is requested by our Principal, this should be submitted, wherever 
possible, before the planned absence takes place. 

However, we encourage parents/carers to make medical and dental appointments out of academy hours 
where possible. Where this is not possible, the child should be out of our Academy for the minimum amount 
of time necessary. 

The child’s parent/carer must also apply for other types of term-time absence as far in advance as possible of 
the requested absence. Go to section 6 to find out which term-time absences our Academy can authorise and 
see section 8 for how we monitor absences. 

5.4 Lateness and Punctuality  

Every child’s parent/carer should contact our Academy Administration Team before 8.50am or as soon as 
practically possible if their child will be arriving after 9.00am with the reason for lateness by calling our 
Academy Administration Team (see also section 8). 

A child who arrives late: 

• (Code L) Before the register has closed (before 9.00am in the morning) or before 1.30pm (in the 
afternoon) will be marked as late, using the appropriate code. 

• (Code U) After the register has closed (after 9.00am for the morning sessions or after 1.30pm for 
the afternoon sessions) will be marked as absent, using the appropriate code. 

Every child, who arrives late, must be accompanied by their parent/carer (if their parent/carer brought them) 
to our Academy Office if they arrive after 8.50am to ensure: 

• they arrive safely in our Academy; 

• to ensure that the child’s parent/carer signs the late book; 

• that the reason for lateness is explained by their accompanying adult/carer, rather than the child/ren 
themselves; and 

• enable their presence in our Academy to be recorded.   

Those children who are not brought to our Academy by their parent/carer are expected to be on time (in their 
classroom by 8.50am) at the beginning of our Academy day.  

If any child arrives after 9.00am or 1.30pm, their lateness is classed as unauthorised and impacts on their 
overall attendance percentage. 

Our Academy will respond to ongoing punctuality issues as follows: 

• Parents/carers will be notified if their child is frequently late if the child travels to school without an 
adult. 

• A telephone call will be made to the parent / carer for an explanation if they are not accompanied. To 
avoid this inconvenience, please ensure your child is on time.  

mailto:info@chetwyndspencer.com
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• A letter will be sent home to the parent/carer if your child is late 3 times in any half-term period. 

• Our Academy may involve our Joint Inclusion Managers and Behaviour Lead and a meeting will be 
offered to the parent/carer to discuss how our Academy may support with ensuring that your child is 
brought to/arrives at our Academy on time. 

• In cases where parents are persistently late bringing their child to school or collecting their child from 
school, our Academy will consider involving an Education Welfare Officer who may then contact the 
family to discuss the issues.  

• If the intervention by an Education Welfare Office does not resolve the difficulties, our Academy will 
consider making a referral to Social Services.  

An attendance book is kept in our Academy Office to record any attendance telephone messages. 

Education Welfare Officers will carry out unannounced inspections to check children are arriving on time.  

See also section 8 for how our Academy monitors lateness and punctuality. 

5.5 Following-up Unexplained Absence 

Where any child we expect to attend our Academy does not attend, or stops attending, without reason, our 
Academy will: 

• call the child’s parent/carer on the morning of the first day of unexplained absence to ascertain the 
reason. If our Academy cannot reach any of the child’s emergency contacts, our Academy may conduct 
a home visit and/or contact the police and/or social care depending on the individual circumstances 
of the child; 

• identify whether the absence is approved or not; 

• identify the correct attendance code to use and input it as soon as the reason for absence is 
ascertained – this will be no later than 5 working days after the session and; 

• call the parent/carer on each day that the absence continues without explanation to ensure proper 
safeguarding action is taken where necessary.  

• record all relevant information and actions on our Academy safeguarding monitoring system (CPOMS). 

• always try to understand the reasons for any absences and to work with our families and our children 
to support attendance at our Academy.  

• seek to arrange meetings with the child’s parents/carers and to include relevant staff including our 
Joint Inclusion Managers and our Behaviour Lead as appropriate in these meetings. If absence 
continues, our Academy will consider involving an Education Welfare Officer. 

5.6 Reporting to Parents/Carers 

Our Academy will, via half-termly written reports, inform parents about their child’s attendance and absence 
levels: 

• on the last Monday of each half term; 

• at each Parents’ Evening in Autumn and Spring Terms; and 

• with your child’s end-of-year report in Summer Term. 
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6. Authorised and Unauthorised Absence  

6.1 Approval for Term-time Absence  

The Principal will only grant a leave of absence to a pupil during term time if they consider there to 
be 'exceptional circumstances'. A leave of absence is granted at the Principal’s discretion, including the length 
of time the pupil is authorised to be absent for. 

We define ‘exceptional circumstances’ as circumstances that could not be reasonably foreseen and for which 
there was insufficient time to take the necessary action to resolve the situation arising from those 
circumstances. 

Our Academy considers each application for term-time absence individually, taking into account the specific 
facts, circumstances and relevant context behind the request.  

Any request should be submitted as soon as it is anticipated and, where possible, at least 2 weeks before the 
absence, and in accordance with our Academy’s leave of absence request form, accessible via our Academy 
website or from our Academy Office (please see Appendix 2). Our Principal may require evidence to support 
any request for leave of absence.  

Valid reasons for authorised absence include: 

• Illness and medical/dental appointments (see sections 5.2 and 5.3 for more detail) 

• Religious observance – where a day is “exclusively set apart for religious observance by the religious 
body to which the pupil’s parents belong” (The Education Act 1996 S444(3) (c)).  If necessary, the 
school will seek advice from the parents’ religious body to confirm whether the day is set apart. 

• Traveller pupils travelling for occupational purposes – this covers Roma, English and Welsh gypsies, 
Irish and Scottish travellers, showmen (fairground people) and circus people, bargees (occupational 
boat dwellers) and new travellers. Absence may be authorised only when a traveller family is known 
to be travelling for occupational purposes and has agreed this with our Academy, but it is not known 
whether the pupil is attending educational provision. 

When considering granting the leave of absence as an exceptional circumstance, our Principal will consider:  

• the amount of time requested; 

• circumstances of the request; 

• frequency of the request; 

• previous leave of absences taken within the child’s academy career; 

• when the request was made; 

• proximity of external and internal examinations; 

• the child’s current attendance record, including previous academic years; 

• the impact that absence will have on a child’s attendance record; 

• the impact on the child’s education and their ability to catch up on the work that would be missed. 

Further examples of valid reasons when our Principal will consider authorising any child’s absence: 

• Exceptional family circumstances e.g. sudden injury, serious illness or death of a close relative. 
However, we will expect the parent to make suitable arrangements for their child to attend our 
Academy as soon as practicably possible; 

• COVID self-isolation in line with Government guidance; 
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• For a child to attend a wedding of their parent(s) or for a close family member who is an immediate 
relative such as grandparent, sibling, aunt or uncle. Approval may be given for the day of the 
wedding and 1-day travel time; all other requested days for a family wedding will be unauthorised. 

Examples of Unacceptable reasons for absence: 

• Treatment for head lice; 

• Days off for shopping, haircuts, looking after younger siblings, birthdays; 

• Visiting friends and relatives, or days out; 

• Holidays; 

• Oversleeping or elective late nights; 

• Parent/carer attending an appointment and taking the child with them; 

• Absences which have never been properly explained. 

6.2 Legal Sanctions  

Chetwynd Spencer Academy or the Local Authority can fine parents for the unauthorised absence of their 
child from our Academy, where the child is of compulsory school age. 

If issued with a fine, or penalty notice, each parent must pay £60 within 21 days or £120 within 28 days. The 
payment must be made directly to the Local Authority. 

Penalty notices can be issued by our Principal, a Local Authority officer or the police.  

The decision on whether or not to issue a penalty notice may take into account: 

• the number of unauthorised absences occurring within a rolling academic year; 

• one-off instances of irregular attendance, such as holidays taken in term time without permission, 
and; 

• where an excluded pupil is found in a public place during academy hours without a justifiable reason. 

If the payment has not been made after 28 days, the Local Authority can decide whether to prosecute or 
withdraw the notice. 

7. Strategies for Promoting Attendance  

Our Academy recognises that rewards play a vital part in encouraging pupils to achieve. Rewards will be given 
to pupils for excellent attendance and punctuality. The following illustrates the rewards and strategies that 
will be given for good attendance and punctuality (these can be subject to change). 

• Hall display of whole school attendance 

• Best class and children with 100% celebrated in our weekly STARFISH assemblies 

• Extra playtime for the winning class 

• Stickers 

• 2 DOJO rewards for each week of 100% attendance 

• Attendance certificates for 100% attendance issued at the end of each academic year and celebrated 
in Summer Term in our Achievers’ Assembly 
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8. Attendance Monitoring 

Our Academy monitors and analyses attendance and absence data to identify children or cohorts that require 
support with their attendance. The following illustrates strategies and ways in which we do this: 

• Our Academy Attendance Officer provides weekly reports for our Principal/Attendance 
Lead/Attendance Administration Team detailing children with attendance below 90% including those 
children who arrive at or are collected late from our Academy with reasons for absences/lateness; 

• Attendance data discussed at fortnightly Senior Leadership and Standards’ Leads meetings; 

• Weekly attendance figures shared with academy staff;  

• Half termly attendance reports/information shared at Governors’ meetings; 

• Meetings with our Joint Inclusion Managers and parents/carers of our children with SEND for 
consideration of changes to a child’s timetable to support with their attendance at our Academy; 

• Army nurture support offered to all our children with a parent/carer in the Armed Forces; 

• Letters home addressing concerning levels of attendance, lateness and punctuality; 

• Meetings with our parents/carers and their child (if appropriate)/home visits to discuss reasons for 
non-attendance/poor attendance or issues with lateness/punctuality; 

• Wellbeing support offered to all our children – this may be through: 

o in-class support provided by our teachers and teaching assistants; 

o weekly lunchtime wellbeing drop-in sessions; 

o our well-being warriors and lunchtime ‘buddies’; 

o external agencies such as Casy Counselling and Catharsis; 

o Support for our families eligible for Free School Meals for example places at our Breakfast 
Club and After-School Education Club; 

• Support for our children with ‘English as an Additional Language’ (EAL) for example through a ‘buddy 
system’ and for their parents by signposting them to community groups/local Nottinghamshire 
organisations and introducing them to other families of children in our Academy to help with 
transitioning into Nottinghamshire and into our Academy; 

• Referrals and liaison with outside agencies including the Healthy Family Team/Family Services through 
an early help assessment form (EHAF)/the Child Missing Education Officer/Education Welfare Officers. 

8.1 Monitoring attendance 

Our Academy will: 

• monitor attendance and absence data half-termly, termly and yearly across our Academy and at an 
individual pupil level and; 

• identify whether or not there are particular groups of children whose absences may be a cause for 
concern. 

Pupil-level absence data will be collected each term and published at national and local authority level through 

the DfE's school absence national statistics releases. The underlying school-level absence data is published 

alongside the national statistics. Our Academy will compare attendance data to the national average, and 

share this with the Local Governing Body with the support of the Director of Inclusion and Engagement.  
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 8.2 Analysing attendance 

Our Academy will: 

• analyse attendance and absence data regularly to identify pupils or cohorts that need additional 
support with their attendance, and use this analysis to provide targeted support to these pupils and 
their families; 

• look at historic and emerging patterns of attendance and absence, and then develop strategies to 
address these patterns. 

8.3 Using data to improve attendance 

Our Academy will: 

• provide regular attendance reports to teachers, and other school leaders, to facilitate discussions 
with pupils and families; and 

• use data to monitor and evaluate the impact of any interventions put in place in order to modify 
them and inform future strategies. 

8.4 Reducing Persistent and Severe Absence 

Persistent absence is where a pupil misses 10% or more of school, and severe absence is where a child 
misses 50% or more of school. 

Our Academy will: 

• use attendance data to find patterns and trends of persistent and severe absence; 

• hold regular meetings with the parents of children who our Academy (and/or Local Authority) 
considers to be vulnerable, or are persistently or severely absent, to discuss attendance and 
engagement and; 

• provide access to wider support services to remove the barriers to attendance. 

9. Monitoring Arrangements  

This policy will be reviewed as guidance from the Local Authority or DfE is updated, and as a minimum 

annually. 

 10. Links with other policies  

This policy links to the following Academy policies: 

● Child Protection and Safeguarding Policy 

● Behaviour Policy 

● SEND Policy 

● Medical Conditions Policy 
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Appendix 1: Attendance Codes   

The following codes are taken from the DfE’s Guidance on School Attendance 2022. 

Code Definition Scenario 

/ Present (am) Pupil is present at morning registration 

\ Present (pm) Pupil is present at afternoon registration 

L Late arrival Pupil arrives late before register has closed 

B 
Off-site educational 
activity 

Pupil is at a supervised off-site educational activity approved by our 
Academy  

D Dual registered 
Pupil is attending a session at another setting where they are also 
registered 

J Interview 
Pupil has an interview with a prospective employer/educational 
establishment 

P Sporting activity 
Pupil is participating in a supervised sporting activity approved by our 
Academy 

V 
Educational trip or 
visit 

Pupil is on an educational visit/trip organised, or approved, by our 
Academy 

W Work experience Pupil is on a work experience placement 
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Code Definition Scenario 

Authorised absence 

C Authorised leave of absence 
Pupil has been granted a leave of absence due to exceptional 
circumstances 

E Excluded 
Pupil has been excluded but no alternative provision has 
been made 

H Authorised holiday 
Pupil has been allowed to go on holiday due to exceptional 
circumstances at the Principal’s discretion 

I Illness 
Our Academy has been notified that a pupil will be absent 
due to illness (not medical appointments) 

M Medical/dental appointment Pupil is at a medical or dental appointment 

R Religious observance Pupil is taking part in a day of religious observance 

S Study leave 
Year 11 pupil is on study leave during their public 
examinations 

T 
Gypsy, Roma and traveller 
absence 

Pupil from a traveller community is travelling, as agreed with 
our Academy 

Unauthorised absence 

G Unauthorised holiday Pupil is on a holiday that was not approved by our Academy 

N Reason not provided 

Pupil is absent for an unknown reason (this code should be 
amended when the reason emerges, or replaced with code 
O if no reason for absence has been provided after a 
reasonable amount of time) 

O Unauthorised absence 
Our Academy is not satisfied with reason for pupil's absence 
or no reason has been provided 

U Arrival after registration Pupil arrived at our Academy after the register closed 
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Administrative codes The following codes are not counted as a possible attendance in the School Census. 

 

Code Definition Scenario 

X 
Not required to be 
in school 

Pupil of non-compulsory school age is not required to attend 

Y 
Unable to attend 
due to exceptional 
circumstances 

Academy site is closed, there is disruption to travel as a result 
of a local/national emergency, or pupil is in custody 

Z 
Pupil not on 
admission register 

Register set up but pupil has not yet joined our Academy 

# 
Planned school 
closure 

Whole or partial academy closure due to half-term/bank 
holiday/INSET day/academy used for polling 
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Appendix 2: Leave of Absence Request form   

APPLICATION FOR LEAVE OF ABSENCE DURING TERM TIME 

EVERY DAY COUNTS 

GOOD ATTENDANCE IN SCHOOL = GOOD PROGRESS 

Overleaf is an application form for you to request permission for your child to be absent 
from school.  Before completing the application form, please read these notes carefully: 

• The law states that you do not have the right to take your child out of school for 
holidays during term time. The Local Authority works with schools to reduce the 
numbers of children missing school because of holidays taken in term time and 
schools can refuse your request to take your child out of school. 
 

• If you wish to take your child on holiday during term time, you must apply for 
permission in advance by completing the form overleaf.  Permission for 
authorised leave of absence may be granted for only in exceptional 
circumstances. Chetwynd Spencer Academy determines that all requests for 
holiday leave are recorded as ‘unauthorised’ unless there are very exceptional 
circumstances.  Please note the school year is from September to July. 

 

• The Department for Education states that absence for holidays in term time due 
to the following reasons will not be authorised: 
➢ availability of cheap holidays 
➢ availability of desired accommodation 
➢ poor weather experienced in the school holiday period 
➢ overlap with beginning or end of term 
➢ holidays booked before checking with the school 
➢ day trips 
 

• There are certain times of the year when a child may experience extra problems 
because of missing school.  These include examination periods, at the time of 
starting a new school and at the start of a new school term.  In deciding whether 
to authorise your child’s absence and give permission for a holiday in term time, 
the school will take these and other factors into account. 
 

• If the school refuse your application and you still take your child out of school the 
absences will be treated as unauthorised.  Unauthorised absences may lead to a 
Penalty Notice or a Summons being issued against you for irregular school 
attendance. 

 

Having read these notes, if you still wish to apply for a leave of absence for your child to 
accompany you on holiday during term time then please complete the application from 
overleaf.  This form should be returned to your child’s school as far in advance of the 
proposed absence as possible. 

 

  



 

APPLICATION BY PARENT/CARER 

TO WITHDRAW A CHILD FROM SCHOOL  

DURING TERM TIME 
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All children have the right to an education and parents have responsibility to send their children to school every 
day unless they are unwell.  

Please note that trips and family holidays must NOT be taken during term time. Such absences will be recorded 
as unauthorised absences unless there are very exceptional circumstances.  

Please be aware that when parents / carers choose to withdraw their children for holidays, the school is unable 
to set, monitor or mark work for the period of the absence. 

 

Pupil’s Name 

 

Class Year Group 

 

Home Address 

 
 

First day  

of absence 

Date of return  

to school 

Total Number of  

school days missed 

Please explain the circumstances that make it necessary to have an absence in term time? (Requests for holiday absence must be fully explained; 
please continue on a separate sheet if necessary. Thank you.)  

 

 

 

 
 

I make application for my child, named above, to be absent from school for the reasons stated.  I understand that if this is not agreed 
then any absence will be treated as unauthorised and may lead to the issue of a Penalty Notice or a Summons for irregular school 
attendance. 
 

Name of Parent/Carer making application 

 

Signed 

 

Date 

 

PLEASE RETURN COMPLETED APPLICATION FORM GIVING AS MUCH NOTICE AS POSSIBLE, BUT NOT LESS 
THAN ONE WEEK. 
 

Office Use: - Copy to Parent / File / Comp 
 

 
REPLY FROM MRS TONKS, PRINCIPAL, CHETWYND SPENCER ACADEMY. 
 

Dear ___________________________________________________ 
 

I confirm that your application to withdraw ____________________________________ from school for the period  
 

_________________________________________ has been noted and will be classified and recorded as: 

 

Days Recorded as  

Authorised on your  

child’s school record 

 Days Recorded as  

Unauthorised on your  

child’s school record 


