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1.  Policy statement and principles 

1.1 Policy aims and principles  

We believe that in order to facilitate teaching and learning, good attendance is essential. The academy aims to 

raise standards in education and to ensure that students achieve their full potential. We recognise that this aim 

is not possible if they do not regularly attend the academy, or are persistently late. 

Students are expected to attend the academy every day. It is the responsibility of parents to perform their legal 

duty by ensuring their children of compulsory school age who are registered at the academy attend regularly 

and are punctual. The academy endeavours to support parents and students in this. 

Attendance and punctuality issues can have a detrimental effect on the education that a student receives. 

Evidence shows that missing out on lessons leaves students vulnerable to falling behind and the tendency for 

them to achieve less than those students with a good attendance record. 

We are committed to: 

▪ Promote good attendance and reduce absence 

▪ Ensure every student has access to full-time education 

▪ Act early to address patterns of absence and poor punctuality 

This policy is consistent with all other policies adopted by OAT / the academy and is written in line with 

current legislation and guidance.  

1.2 Complaints 

All complaints are dealt with under the OAT Complaints Policy.  

Complaints should be made in writing and will follow the OAT complaint procedures and set timescales. The 

handling of complaints may be delegated to an appropriate person.  The outcome of the complaint will be 

communicated in writing. 

1.3 Monitoring and review  

This policy will be reviewed every three years or in the following circumstances:  

▪ Changes in legislation and / or government guidance 

▪ As a result of any other significant change or event 
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▪ In the event that the policy is determined not to be effective 

If there are urgent concerns these should be raised to our Attendance Officer in the first instance for them to 

determine whether a review of the policy is required in advance of the review date. 

2.  Roles and responsibilities  

2.1 Key personnel  

Principal Mrs E Baker 

Contact Details Email ebaker@ormistonriversacademy.co.uk 

 Telephone 01621 782377 

Assistant Principal Mr D Marklew 

Contact Details Email dmarklew@ormistonriversacademy.co.uk 

 Telephone 01621 782377 

Attendance Officer Mrs C Scott 

Contact Details Email cscott@ormistonriversacademy.co.uk 

 Telephone 01621 782374 
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3.  Key principles 

The academy will keep an admission register and attendance register. The contents of this includes all students, 

their personal details, including at least three telephone numbers for different adults, to ensure that the 

academy can always contact someone in the event of an emergency, the date of admission (or re-admission), 

information regarding parents and carers and details of the school last attended. 

The academy will take the attendance register at the start of the first session of each academy day and once 

during the second session. On each occasion we will record student attendance using the national codes. 

Students will not be marked present if they were not in during the period when the register is open. If there 

are any absences then we will follow these up with a telephone call to parents in order to ascertain the reason 

and record the absence using the correct code on the register.  The academy will send a text message to any 

parents whom the Academy are unable to contact via telephone.  A home visit will be carried out for any 

students who are unexpectedly absent, if no contact has been made for 2 days or if there is a specific welfare 

concern.  Should there be no answer when staff visit the home, a call should be made to the police. 

The academy day starts at 08:50. All students should be in their classroom at this time. 

Registers are marked by 09:05. Students will receive a late mark if they are not in their classroom by 0850. 

The register closes at 09:50. Students will receive a mark of absence if they do not attend before this time. 

Attendance after the register closes will receive a mark to show that they are on site, but will count as an 

absent mark. 

Students arriving late to the Academy should report to Student Reception where a member of the Attendance 

Team will provide them with a slip.  The student should then give this to the class teacher to confirm they have 

been registered at the Academy. 

3.1 Definitions 

The Academy defines regular attendance to be that in excess of 97%. 

The Academy defines persistent absenteeism (PA) in line with the Department for Education practice: missing 

10% or more of schooling across the year for whatever reason. 

A student is classed as absent if they arrive at the academy after the register has closed or if they do not attend 

for any reason. 

An authorised absence is: 

▪ An absence for illness or injury of a nature which prevents the student from undertaking normal school 

work, or is contagious, for which the academy has granted leave 
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▪ Medical or dental appointments which unavoidably fall during the academy day for which the academy has 

granted leave. 

▪ Religious or cultural observances for which the academy has granted leave 

▪ An absence due to a family emergency or bereavement. 

Illness 

Minor ailments, as defined by the NHS (coughs/colds, sore throat, headache, stomach ache and 

period pains) are not justifiable reasons to miss school and absences for these reasons will not be 

routinely authorised. 

Where there are persistent absences, the school will require supporting evidence of medical intervention, in 

line with Department for Education guidelines.  This may take the form of: 

● A note from the practice nurse 

● Proof of prescription 

● Packaging for prescribed medication 

● Medical card stamped at practice (this will only authorise the session of the appointment). 

There is an expectation that parents/carers provide the Academy with regularly updated medical evidence to 

support those students with long-term medical conditions. 

An unauthorised absence is defined as: 

▪ Parents keeping children from attending the academy unnecessarily or without reason, including for minor 

ailments, as defined by the NHS 

▪ Truancy before or during the academy day 

▪ Absences which have never been properly explained 

▪ Arrival at the academy after the register has closed 

▪ Day trips and holidays in term time which have not been agreed 

▪ Leaving the academy for no reason during the day  

3.2 Absence procedures 

It is the responsibility of the parent to inform the academy of a student absence and also to inform us of any 

changes to contact details.   

Parents/carers are asked to contact the Academy before 09:00 on EACH day that their child is absent, 

informing of reason for absence and when their child will be returning to the Academy 

Appointments 

As far as possible, medical and dental appointments should be made outside of the academy day. Where this is 

not possible, a note and appointment card should be sent to the academy prior to the appointment. Students 
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must attend the academy before and after the appointment wherever possible. If the appointment requires 

the student to leave during the day, they must be signed out by an adult listed on the student’s record. 

Should a student arrive late to the Academy following an appointment, they should report to Student 

Reception where a member of the Attendance Team will provide them with a slip.  The student should then 

give this to the class teacher to confirm they have been registered at the Academy. 

Religious observations 

Parents/carers must inform the academy in advance if absences are required for days of religious observance. 

The academy will authorise absences where a reasonable request is made in line with Department of Education 

guidelines.  Parents/carers should inform the Academy PRIOR to any absence due to religious observance.  The 

Academy will usually authorise one day in these instances. 

Term time leave 

We require parents to observe the term times of the Academy. The current law does not give any 

entitlement to parents/carers to take their child out of school during term time.  The Education 

(Pupil Registration) (England) Regulations 2013 have removed all references to family holidays and leave of 

absence shall not be granted unless an application has been made in advance and the Principal considers that 

leave of absence should be granted due to exceptional circumstances.  Principals no longer have the discretion 

to authorise up to ten days of absence.  Whilst the Principal will consider all requests on a case-by-

case basis, parents/carers must be aware that requests will normally be refused. 

Any requests for leave during term time will be considered on an individual basis and the student’s previous 

attendance record will be taken into account. Requests for leave will not be granted in the following 

circumstances:  

▪ During Year 7 when a student is settling into the academy 

▪ During Year 11 or 13. 

▪ Immediately before and during assessment or exam periods 

▪ When a student’s attendance record shows any unauthorised absence 

 

If term time leave is not granted, taking a student out of the academy will be recorded as an unauthorised 

absence and may attract sanctions such as a penalty notice to each parent of £60 for each child to be paid 

within 21 days.  If the penalty is not paid within the time scale, the penalty will increase to £120.  If the higher 

penalty is not paid within 28 days, the Local Authority will then institute legal proceedings against the 

parent/carer in the magistrate’s court under Section 444 of the Education Act 1996 for failing to ensure the 

child attends the Academy regularly.  

3.3 Intervention 

The Academy recognises that early intervention can prevent poor attendance. We monitor attendance and 

punctuality throughout the year. We recognise that certain groups of students may be more at risk of poor 

attendance and will provide support and assistance wherever possible. 

https://oatoe-my.sharepoint.com/personal/victoria_taylor_ormistonacademies_co_uk/Documents/Desktop/secondary_attendance_policy.docx#_Actions_in_the
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During routine monitoring, where a pupil’s attendance begins to fall below the Academy’s expectations, these 

concerns will be raised initially with parents/carers to ascertain if further support is required to facilitate 

improved attendance. 

If attendance remains a concern, a range of intervention steps, including meetings, discussions with pupils and 

parents/carers, supportive measures implemented in school, referrals to outside agencies and/or the Local 

Authority, will be considered as appropriate.  Please see appendix 4 for Sixth Form attendance concerns. 

Parents are expected to contact the Academy at an early stage and to work with the school staff in resolving 

any problems together.  This is nearly always successful.   

 

3.4 Attendance Compliance Service (Local Authority) and Legal Enforcement (for years 7 to 

11) 

The Local Authority carries out statutory duties to ensure parents/carers fulfil their legal duties in relation to 

school attendance.  The school may refer a student to the LA where attendance remains a concern following 

intervention by Ormiston Rivers Academy and Aquinas.  The Local Authority will work with schools and 

families to address serious attendance issues.  However, if attendance fails to improve, legal action as outlined 

below may be taken against parents/carers. 

Under the 1996 Education Act, parents/carers are responsible for ensuring their children attend school 

regularly and punctually.  Failure to do so could result in legal action being taken against them by the Local 

Authority: 

● Parents/carers who are found guilty of being in breach of the Education Act 1996 with regards to 

attendance may be taken to court and face fines of up to £2500 and, in some cases, 3 months’ 

imprisonment. 

● The Local Authority can also use court proceedings to seek an Education Supervision Order to be 

placed on the child. 

● During these court proceedings, the magistrates may consider issuing a Parenting Order, which would 

include parents attending mandatory parenting skills sessions. 

Circumstances in which a penalty notice may be issued 

Penalty notices apply to students of statutory school age, which ends in Year 11.  Essex Local Authority have 

agreed to use penalty notices for the following circumstances: 

Penalty notices may be issued where there has been unauthorised absence.  Parents/carers will receive a 

warning letter at least ten days prior to the issue of a penalty notice.  If the law continues to be broken around 

school attendance, the legal intervention process will be used.  The penalty for each parent is £60 for each 

child if paid within 21 days of receipt of the notice, rising to £120 if paid after 21 days but within 28 days of 

receipt of the notice.  Failure to ensure that a child attends school punctually and regularly could lead to legal 
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action being taken against the parent/carer.  This could result in each parent/carer receiving a fine of up to 

£2500 or up to 3 months’ imprisonment.  

 

3.5 Rewards 

The academy acknowledges 100% attendance in the following ways: 

▪ Attendance Certificates and recognition in assemblies 

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

▪ End of term/academic year rewards. 

Trips and events are a privilege. Where attendance drops below 97%, these privileges may be taken away.  This 

includes the Year 11 prom. 

4. Sixth Form Attendance 

Sixth Form students are expected, without exception, to follow the same expectations of attendance as 

students in years 7-11.   Students may ultimately be removed from our Sixth Form should they not meet these 

expectations. Our attendance intervention and support framework is detailed below:  

Stage 1 

If attendance falls below 97% the Attendance Officer will notify mentors who will have an informal discussion 

with the student and parents and the Sixth Form Co-Heads will be notified. 

Stage 2 

If attendance falls below 95% a Letter of Concern will be issued to the student and parents/carers. This will 

also trigger a formal conversation with one of our Sixth Form Co-Heads. Students will be asked to detail 

barriers to attendance and be supported initially by their mentor to find solutions both at home and school to 

these. 

Stage 3 

If attendance falls below 90% a Stage 3 Formal Warning Letter will be issued by our Sixth Form Co-Heads to 

the student and parents/carers via a formal meeting.  If parents/carers or the student refuse this meeting 

students will be moved onto Stage 4. 

The student will be placed on a 4 week attendance monitoring report and be expected to show a significant 

improvement in that time. This report will be monitored daily by mentors and supportive conversations will 

take place.  The support offered will depend on the needs identified by the student and staff. The attendance 

report must be presented and signed by the teacher in each lesson. If students fail this report, or attendance 
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fails to improve and no medical reason is given (please see whole school guidance on exceptions) students will 

be moved onto the final Stage 4 of the attendance intervention framework. 

Stage 4 

If attendance falls below 80% a final warning letter will be issued via a formal meeting with the student and 

parent/carer by our Sixth Form SLT Link (Assistant Principal).  Support will continue to be offered as identified 

by the needs of the student.  Should there be ongoing attendance concerns with no medical certification given, 

this may lead to withdrawal of the student from KS5 subject programmes of study.  Referral to the Careers 

Officer will be offered to discuss alternative pathways in preparation for removal from the Sixth Form roll.  

 

4.1 Students missing lessons 

If a student is signed in at school and chooses to miss a lesson parents will be notified by our Attendance 

Officer.  Students will be given a verbal warning and expectations will be reset including reference to the Sixth 

Form Agreement.  It is incredibly important that students attend lessons, not only for their ultimate attainment,  

but also for safeguarding purposes, as we must know which students are on site at all times.  If a student 

persistently chooses to miss lessons (over 10 lessons missed) they will be subject to a formal meeting with a 

Co-Head of Sixth Form and a written warning.  Students will be moved to Stage 3 of the intervention 

framework and an Attendance Report issued to formally support them to make the right choices. 


