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1. Introduction  
 
Students at The King’s Academy should aim to be in school 100% of the time. Any absence, including lateness, 
disrupts learning. The Academy, parents/carers should ensure that students understand the value of excellent 
attendance and can see the link between their regular and consistent attendance at school and their future 
success. Research released by the Department for Education (DfE) in 2016 showed that ‘overall absence had 
a negative effect on attainment, with every extra day missed associated with a lower chance of achieving 5 or 
more good GCSEs’. The minimum expected attendance for students at The King’s Academy is 97%. 
 
Section 444 of the Education Act 1996 states that ensuring regular attendance at school is a parent/carer’s 
legal responsibility. Permitting absence from school without a good reason is an offence in law and may result 
in a Fixed Penalty Notice (for each parent/carer) and/or prosecution. Persistent Absence (attendance below 
90%), except for evidenced medical grounds, will result in substantial intervention by the Academy and may 
result in legal action being taken through the Local Authority. On signing the parental agreement at the 
Academy, families are agreeing not to take holidays in term time (in line with statuary guidelines).  
 
Any unnecessary absences communicate to children that their education is not valued. Tutors should always 
address absence with the student and highlight any patterns to parents, their Head of Year and the Attendance 
Team. When having discussions with students about their attendance, care must be taken not to inadvertently 
condone poor attendance. Conversations should focus on taking the necessary steps to improve. It must be 
made clear that not attending for minor illness or ailments such as ‘feeling sick’, headaches, colds, ‘feeling 
tired’, to take younger siblings to school, birthdays or looking after other children is not acceptable. There will 
inevitably be occasions when a student is unable to attend school due to genuine illness and so it is important 
to take an individual approach to each case. If parents/carers sense a reluctance to attend for reasons other 
than illness they should contact the student’s tutor, Head of Year or the Attendance team for support asap.   
 
Academy events such as Prize Giving and Sports Day are part of the Academy year and ensure students are 
part of the community celebrations of effort and achievement. Attendance at these events is compulsory and 
important in encouraging the character development of students that the Academy strives to achieve.  Holding 
the events during the school day is a sign to all students that the Academy values the efforts and achievements 
of others. Whether or not a student is receiving an award or taking an active part it is important for them to 
be part of the community events.  
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Advice for parents/carers: What to do if your child does not want to attend school? 

Parents/ carers being positive about school and taking an interest in their child’s progress sends the message 

that school is important. In all cases where a child is struggling to attend regularly, parents/carers should 

contact their child’s Tutor ASAP to discuss the different ways the Academy can help.   

Common reasons for a student not wanting to attend include; 

✓ Problems with learning - Talk to your child, see if you can identify where they are struggling. 

✓ Problems at home - Bereavement, divorce, illness, housing problems, debt, stress and domestic violence 

will all affect your child. We have a counselling service based in school, lots of contacts with external 

specialist agencies and a member of staff dedicated to families suffering hardship and relationship issues. 

Anything you share with us will be treated sensitively and confidentially.  

✓ Bullying - This is a common reason for children refusing to go to school and is a worry for parents. We 

have a zero tolerance approach at the Academy but if we don’t know it’s happening we can’t help. 

✓ Illness/mental health - Any health problem that keeps your child away from school regularly should be 

investigated. Your GP will be a good source of advice. Where a referral to our counsellor is appropriate we 

will make it with your consent but we also use Young Minds, Kooth and Childline.  

 

2: Attendance Expectations at The King’s Academy  

Mistakenly, sometimes students and their parents/carers view attendance percentage like a test score. In a 
subject test a student would be pleased with 90%+. In attendance terms, until a student is attending 96% of 
the time or more their attendance cannot be classed as good and would be seen by the Academy as a concern.  
 
This table serves to illustrate the point.  
 

 

 
 

Attendance 
% 

Category Implications and impact 

Above 98% Excellent 
In this category, X is giving themselves the best possible chance of success in their 
academic studies. They’d have had less than 4 days off all year. 

Above 96% Good 
In this category, X’s attendance will be supporting their progress. Let’s see if they 
can get closer to 100% next year. 

Above 94% 
Less than 

satisfactory 

X is putting additional pressure on themselves to have to catch up on work they 
have missed. 94% is 12 days off which over 5 years is like being off for an entire 
half term. Students in this category will be involved in attendance meetings with 
their Head of Year who, alongside the tutor will monitor patterns and support 
improvement.  

Above 
90.00% 

 
Cause for 
concern 

90% is like having a full day off every fortnight.  The frequent interruptions to X’s 
learning caused by them being off are damaging her academic grades. Students in 
this category meet with a member of the Senior Leadership team to monitor their 
attendance.  

Below 
90.00% 

 

 
Serious cause 
for concern 
(Persistent 
Absentee) 

90% or below equates to at least 19 days off school or more. This will result in 6 
months of school being missed over 5 years but the effect of frequent 
interruptions is much greater. It has been proven that students in this category of 
attendance underachieve by an average of half a grade in their GCSE exams. The 
attendance team will be monitoring these students and parents are likely to face 
a local authority fine or even prosecution.  
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3: Promoting Regular Attendance 
 
At the Academy there are a number of initiatives in place that aim to raise the profile and importance of 
regular attendance to school. Care is taken to encourage students to enjoy and value their education and 
school experience rather than simply attend because they have to.  
 
Students are required to keep a weekly visual record of their attendance in their planner. This helps to highlight 
to them just how well they or doing or how often they are taking time off. Tutors also look at the number of 
‘unbroken weeks’ students have had and aim to spot any patterns to their absence.  
 
Students who’s attendance is becoming a concern are put into ‘Attendance Cohorts’ with their Head of Year, 
Head of Key Stage or with the Attendance Officer. The cohorts provide additional opportunities for individual, 
supportive conversations 1:1 ensure that any potential barriers are discussed and addressed so that individual  
targets and action plans can be set. These meetings also provide an opportunity for the students to pause and 
reflect on the reasons they were off, often realising that it may have been an unnecessary or avoidable 
absence.  
 
Rewards for attendance operate on a collective basis with Tutor Groups working together towards short term 
goals such the best tutor group attendance for a particular week or longer-term goals in the Attendance 
Leagues which run throughout the academic year. NB. The Academy is reviewing these collective rewards in 
light of the global pandemic as the government has said that no student will be penalised for isolating as per 
Public Health Guidelines. 
 
Termly letters acknowledging 100% attendance and punctuality are sent home and there are spot prizes for 
100% attendance. A student’s attendance is reported formally three times a year though their academic 
reports. The new MIS system (Bromcom) will allow parents/carers to see a student’s attendance ‘live’ with 
the introduction of My Child At School (MCAS) introduced in the academic year 2021-22.  
 
A system of warning letters operates for those students whose attendance is becoming a concern. If after the 
initial letter the student’s attendance does not improve, then a second letter is sent. A formal meeting with 
the student’s head of year or an Attendance Case Conference may then be conducted by the Attendance 
Officer to formalise the expectations and time frame for improvements. If sufficient improvements aren’t 
made, then a Fixed Penalty Notice may be issued in conjunction with the Local Authority.  
 

• Students and their tutors receive weekly updates about their attendance and  

4: Procedure if a student is absent  

If a child is absent parents are required to comply with the following procedure  

1. If ill, parents are expected to phone the Academy before 8.30am on the day of absence. Our general advice 
is that, whilst you should not send a poorly child to school, if you are in any doubt then we are happy for 
them to attend and we will contact you if they need to be sent home.  
 

2. On return to school after illness, or if late to school after 9am, he/she is required to bring a letter from the 
parent/carer confirming the absence and its reason. Without a note or verified contact from the 
parent/carer the student’s absence will be marked as ‘unauthorised’ by the Attendance team. 
Unauthorised Absence on a student’s record may be considered as truancy..  

 

3. If a student is going to be absent for an extended period of time (e.g. recovery from and operation) tutors 
will inform teachers to set work on Teams. Students are expected to catch up with any work they miss. 
The Attendance Team will ensure that the student’s Head of Year is aware. The Head of Year and/tutor 
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will then maintain regular contact with the family, an if necessary and external agencies involved such as 
Home and Hospital Teaching, to ensure that appropriate levels of work are provided as required. 

 

4. If parents do not contact the Academy to make us aware of the reason for their child’s absence, then the 
Academy will: 

• Text/telephone parents/carers on the first day of absence and on subsequent days until contact is 
made. If no contact has been made within three days then the Academy will conduct a home visit (or 
before if we have concerns).  

• In the case of a family involved with social care, the Academy will always telephone in addition to the 
text message and if necessary inform the DSL and make a home visit and/or contact the social worker.  

• Conduct a home visit if we have concerns about persistent absence or about welfare. 

• Make an Early Help referral or inform social services where necessary.  

• Inform the Local Authority if a pupil fails to attend school regularly or has been absent without the 
school’s permission for a continuous period of 10 days or more. 

• Report the child as a ‘Child Missing in Education’ (CME) if we have not been able to make contact 
before the 20-day deadline or before if we have concerns.  
 

Impartial advice about a student’s attendance can be sought from the Local Authority on 01642 201846. 

5. Planned medical absence that can only be scheduled during the school day. 
  

Parents/carers should make every effort to make appointments after school or in the school holidays but at 

the very least as close to the end of the school day as possible to minimise disruption to learning. Where 

possible a student should return after their appointment. Requests should be made in writing in the Planner 

at least one day before the appointment to the Tutor by the parent/carer and accompanied by clear evidence 

of the appointment e.g. Orthodontist or hospital letter. Tutors will issue an ‘Exeat Form’. The Exeat form will 

be counter signed by the Head of Year as another layer of attendance/safeguarding monitoring. Exeat forms 

should not be issued for routine dental check-ups or non-emergency medical appointments. Reception will 

not allow a student to sign out without a complete Exeat form. 

6: Punctuality 

 

Being punctual is an important life skill. To help them be punctual students should be encouraged to organise 

themselves the night before, making sure their bag is packed and homework is done. Students should be onsite 

by 8.20am and be in Tutor rooms by 8.30am. Students arriving between 8.30am and 9.30am must enter the 

building via Student Reception and not Main Reception or their year group door. Registers must be submitted 

by 8.35am so that we have an accurate list for Safeguarding including Fire Alarms. If a student is late to school 

they will be expected to attend lunchtime detention that day. The tutor will monitor punctuality and call home 

to inform parents/carers if there are repeat incidents. Tutors may choose to put the student onto punctuality 

report which carries the additional sanction of a whole school detention in a further attempt to encourage 

students to take responsibility for their actions.  Reasons such as missing the bus, getting stuck in traffic, 

oversleeping or poor weather are not considered to be acceptable reasons for lateness.  

7: Term Time Holiday Requests  

There is no automatic right to take a child out of school during term time but the law allows the Principal to 
consider individual requests to authorise a leave of absence in exceptional circumstances. If a parent has an 
exceptional request, they must provide a written explanation to the Principal at least four weeks prior to the 
booking for it to be considered. The following will not be exceptional: Family or friends’ weddings, holidays 
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booked and paid for by family members, any case not supported by documentary evidence or any case where 
less than four school weeks’ notice is given.  

When a request is denied, it will result in the family receiving a Local Authority fine and the period the student 
is away being marked as unauthorised absence. There may also be the requirement placed on the student to 
stay behind after school to complete the catch up work. The Head of Year will monitor this catch up and liaise 
staff and with the family.   

A Penalty Notice is £60 if paid within 21 days of receipt, rising to £120 if the notice is paid after 21 days but 
within 28 days. If the penalty is not paid in full by the end of the 28 day period the Local Authority may 
prosecute for the offence to which the notice applies. Where there is more than one child, each parent may 
be issued with a Penalty Notice in respect of each child. Recently, a parent of a child at the Academy had to 
appear in court and a fine of £634 was issued in respect of the child’s absence.  

A guide to Fixed Penalty Notices and Court Appearance can be found on the Education Welfare section of the 
Middlesbrough Local Authority website: https://www.middlesbrough.gov.uk/schools-and-education/find-
education-service/education-welfare-service 

8: Requests to celebrate a Religious holiday or festival  

Should be made in writing to the Principal 4 weeks in advance of the date required.  If the exact date is not 

known at that time, please treat this timescale as just bringing it to our attention until such a time as it is 

confirmed.   

9. Children Missing From Education 

During the first 10 school days of an unexplained absence the Academy is expected to make all the relevant 
and appropriate enquiries to investigate the circumstances of the absence and make all reasonable enquiries 
to establish the student’s whereabouts. If the student cannot be located then the Academy will submit a CME 
referral form to the Local Authority. In any case where there are grounds to believe there are urgent risks or 
concerns about the pupil’s safety or well-being the Academy will make an immediate referral to the relevant 
agency such as Social Care or the Police.  
 
Enquiries carried out by the Attendance Officer will include telephone calls, letters and home visits. School 
friends, neighbours and extended family may also be contacted to establish the whereabouts, welfare and 
intentions of the family.  The Academy will be vigilant around school holiday periods when it is important to 
seek to establish the date when pupils have left the area. In some cases it would be appropriate to seek the 
support of the Ethnic Minority Achievement Team (EMAT) to enquire within their networks.  
 

10. Attendance Procedures 
 
Students who’s attendance provides cause for concern (e.g. it is sporadic with a high number of broken weeks, 
low due to sustained periods of absence unsupported by medical evidence, students with high incidents of  
unauthorised absence or regular lateness to school will be highlight to parents through a series of warning 
letters to remind them of their legal responsibility to ensure their child regularly attends school. If the 
student’s attendance doesn’t show dramatic improvement over the period of review, then the Academy will 
hold meetings with the student in the form of an Attendance Case Conference.  
Medical evidence for students in attendance procedures will be required in order to authorise any illness that 
occurs.  
 

10: References 

• https://www.gov.uk/government/publications/school-attendance 

https://www.middlesbrough.gov.uk/schools-and-education/find-education-service/education-welfare-service
https://www.middlesbrough.gov.uk/schools-and-education/find-education-service/education-welfare-service
https://www.gov.uk/government/publications/school-attendance


7 
 

• https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-
outbreak/guidance-for-full-opening-schools 

• ASCL Checklist August 2020 

• Confederation of School Trusts (CST) guidance August 2020 

• Public Health England and Department of Health and Social Care August 2020 
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