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1. Aims 
 

Dover Christ Church Academy recognises that regular attendance is crucial if students are to achieve 
their potential.  
 
We strive to meet our 98% whole school target for attendance and punctuality.  
 
Good attendance to school has a positive impact upon levels of attainment, relationships with peers, 
engagement with learning and future educational and employment opportunities. Missing out on 
lessons leaves children vulnerable to falling behind, has a negative effect on self-esteem, confidence 
in learning, social emotional wellbeing and tend to achieve less than those attending 100%.  
 
Dover Christ Church Academy seeks to ensure that all its students receive a high quality, full-time 
education which maximizes opportunities for each student to realise their true potential.  
We are committed to:  
 

• Promoting and modelling excellent attendance. 

• Ensuring equality and fairness for all. 

• Intervening early and working with other agencies to ensure the health and safety of our 
students and reducing barriers to attending school. 

• Rewarding good and excellent attendance. 

• Ensuring parents/carers follow the framework set in section 7 of the Education Act 1996 which 
states that:  

 
“The parent of every child of compulsory school age shall cause him/her to receive efficient full-
time education suitable:  
a)  to age, ability and aptitude and  
b)  to any special educational needs he/she may have  

 
Students who attend less than 90% (the equivalent of one day off school per fortnight) count as 

Persistent Absence (PA). 

This policy outlines how Dover Christ Church Academy will seek to promote good attendance, defines 

expectations of those involved, explains the systems used for recording and monitoring attendance 

and summarises the intervention and support available for those whose attendance falls short of the 

expected standard. 

 

Parental Responsibility 

 

• Ensuring their child’s regular attendance at the Academy is a parent/carer’s legal responsibility 

(section 444 of the 1996 Education Act) and permitting any absence that is not authorised by 

the Academy is an offence in law for which the Academy may take legal action through the 

issuing of a Penalty Notice. 

• Ensure their child arrives punctually every day in time for Registration at 08:50 am. 

• Inform the Academy on the first day of any absence providing a clear explanation as to the 

reason for absence. This should be reported to the Attendance Officer via telephone, email or 

messaging via SIMs Parent App. 

• Work in liaison with the Academy to overcome any barriers to their child achieving good 

attendance including attending meetings in the Academy when requested. 

• Not request holidays in term time as these will not be authorised by the Academy. 

• Make every effort to ensure that medical appointments are taken outside of the Academy 

hours where possible. 

• Familiarise themselves with the contents of this attendance policy and accept the contents. 
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Student Responsibility 
 

• Arrive at the Academy and in their tutor room ready for Registration to start at 8:50 am 

• Attend all lessons on time. Lesson times can be found on the SIMS Parent app.  

• Sign in at Student Reception if they are late providing a reason for their late arrival.  

• Sign out at the student reception should they need to leave the Academy prior to 3:10 pm  

• Inform the Attendance Officer of any known absence in advance.  

 

Form Tutors/subject teachers are expected to: 
 

• Record registers accurately. Ensuring a physical check of all students is made.  

• Monitor the attendance and punctuality of their tutees and raise any concerns with Heads of 

Year/ Pastoral Support Managers as soon as they are identified.  

• Give praise to students that have good attendance and show encouragement to students 

whose attendance has improved.  

• Speak to their tutees regularly about their attendance and punctuality.  

• Celebrate good attendance or raise relevant concerns about poor attendance with 

parents/carers on relevant parents/carers’ and consultation events. 

 

Heads of Year are expected to: 
 

• Promote good attendance and punctuality to the Academy via planned form tutor sessions, 

assemblies and other year group events.  

• Monitor the attendance and punctuality of their year group at whole cohort, target groups and 

individual student level.  

• Provide leadership support to Form Tutors and Pastoral Support Managers in the monitoring 

of attendance and planning of attendance improvement strategies.  

• Report to relevant senior leaders on the attendance and punctuality of their year group.  

• Plan and implement interventions to raise attendance and improve punctuality as relevant for 

their year group, key groups and individual students.  

• Arrange targeted attendance panel meetings with students and parents/carers for students 

whose attendance is a cause for concern, setting targets for improvement and evaluating 

impact.  

• Meet with the Attendance Team every two weeks as a minimum to jointly monitor attendance 

and punctuality and to plan intervention and support strategies as appropriate.  

• Ensure that any truancy from the Academy or lesson truancy is dealt with appropriately 

including contacting parents/carers, implementing a relevant sanction and placing the student 

onto attendance report.  

 

The Attendance Team is expected to: 
 

• Monitor accurate completion lesson and Tutor registers throughout an Academy day referring 

inaccuracies and anomalies to senior leaders for follow up.  

• Be the first point of contact for parents/carers reporting the absence of their child and record 

absences accordingly.  

• Contact parents/carers of absent students on the first day of absence if no parental contact is 

made to explain the reason for absence.  

• Ensure that all absences have the relevant code in SIMs according to the reason for absence 

including whether the Academy has authorised or unauthorised any absence.  

• Ensure that students arriving late to the Academy receive the relevant late code and that 

student’s punctuality is monitored weekly with appropriate sanctions issued.  
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• Report the absence of any student who is on Child Protection or any Child in Care to the 

safeguarding team by 09:30 a.m. in order that this can be followed up with direct contact to 

parents/carers, carers or other relevant agencies. 

• Make relevant safeguarding checks every morning and afternoon session for students who are 

coded as B (educated off site), D (Dual registered), E (excluded) or C (an absence authorised 

by the Academy) and report on these daily to the relevant senior leader.  

• Provide weekly attendance data reports to senior leaders.  

• Respond to all parental/carers requests for requests for absence including any holidays 

requests.  

• Respond to attendance triggers as per Section 5 of this policy.  

• Issue Penalty Notices and initiate legal proceedings for unauthorised absence where relevant.  

• Liaise with the Local Authority attendance team regarding students who are persistently 

absent (below 90% attendance). 

 

The Vice Principal is expected to: 
 

• Assume strategic leadership responsibility for establishing high levels of attendance and 

punctuality to the Academy and to lessons.  

• Lead and inspire all staff to promote good attendance and punctuality.  

• Ensure that attendance is a key strategic priority for the Academy and that development 

planning addresses improvements to attendance year on year.  

• Ensure that attendance systems and processes are in line with national statutory guidance 

and local authority guidance.  

• Providing leadership support to the attendance team.  

• Ensure effective methods of communication between Attendance, Pastoral, SEND, CiC and 

Safeguarding Teams so that students who experience multiple difficulties have a co-ordinated 

response to overcoming barriers to attendance.  

• Provide regular attendance and punctuality reports to the Principal and Trustees.  

• Ensure that regular attendance information is communicated to parents/carers via SIMs 

Parents/carers App, letters and the Academy website.  

• Provide regular information to Trustees, parents/carers/cares, LEA and DFE regarding training 

undertaken, monitoring and evaluation of the College Attendance Policy and the associated in-

College practices. 

 

Trustees are expected to: 
 

• Under the Education (Pupil Registration) (England) Regulations 2006 (and amendments made 

in 2010 and 2013) the governing body is responsible for making sure that admissions and 

attendance registers are kept. The Academy’s Trustees are also bound by the statutory 

requirement under Section 538 of the Education Act 2006 which requires governing bodies to 

provide information requested by the Secretary of State - absence data that will be collected 

every term through the Academy’s census.  

• Consider how the ethos of the Academy, the curriculum, standards of teaching and learning 

and leadership and management all contribute to promoting the highest levels of attendance 

and punctuality.  

• Ensure that a robust and regularly reviewed attendance policy is in place that communicates 

to all stakeholders how attendance will be promoted, recorded, managed and monitored 

including how requests for absence will be considered and what support is available for those 

whose attendance is a cause for concern.  

• Hold senior leaders to account on the attendance and punctuality of the Academy. 
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2. Legislation and Guidance 
 

This policy meets the requirements of the Academy attendance guidance from the Department for 

Education (DfE), and refers to the DfE’s statutory guidance on Academy attendance parental 

responsibility measures. These documents are drawn from the following legislation setting out the 

legal powers and duties that govern Academy 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 (Student Registration) (England) Regulations 2006   

• The Education (Student Registration) (England) (Amendment) Regulations 2010   

• The Education (Student Registration) (England) (Amendment) Regulations 2011  

• The Education (Student Registration) (England) (Amendment) Regulations 2013   

• The Education (Student Registration) (England) (Amendment) Regulations 2016  

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

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

 
 

3. Academy Procedures 
  

3.1 Attendance register 
 

By law, all Schools (except those where all students are boarders) are required to keep an attendance 

register, and all students must be placed on this register.  

 

The attendance register will be taken at the start of the first session of each academic day and once 

during the second session. It will mark whether every student is:  

  

• Present  

• Attending an approved off-site educational activity  

• Absent  

• Unable to attend due to exceptional circumstances  

 

(See appendix 1 for the DfE attendance codes.)  

Every entry in the attendance register will be preserved for 3 years after the date on which the entry 

was made.  

  

Students must arrive in Tutor by 8:50 am on each academic day.  

  

The Academy is required to take two formal registers per day. These are at morning registration  

8:50 am and at 12.30 pm (Period 4). 

  

https://www.gov.uk/government/publications/school-attendance
https://www.gov.uk/government/publications/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.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.gov.uk/government/publications/parental-responsibility-measures-for-behaviour-and-attendance
https://www.legislation.gov.uk/ukpga/1996/56/part/VI/chapter/II
https://www.legislation.gov.uk/ukpga/1996/56/part/VI/chapter/II
http://www.legislation.gov.uk/ukpga/2002/32/part/3/chapter/3
http://www.legislation.gov.uk/ukpga/2002/32/part/3/chapter/3
http://www.legislation.gov.uk/ukpga/2006/40/part/7/chapter/2/crossheading/school-attendance
http://www.legislation.gov.uk/ukpga/2006/40/part/7/chapter/2/crossheading/school-attendance
http://www.legislation.gov.uk/uksi/2006/1751/contents/made
http://www.legislation.gov.uk/uksi/2006/1751/contents/made
http://www.centralbedfordshire.gov.uk/Images/amendment-regulation-2010_tcm3-8642.pdf
http://www.centralbedfordshire.gov.uk/Images/amendment-regulation-2010_tcm3-8642.pdf
http://www.legislation.gov.uk/uksi/2011/1625/made
http://www.legislation.gov.uk/uksi/2011/1625/made
http://www.legislation.gov.uk/uksi/2013/756/made
http://www.legislation.gov.uk/uksi/2013/756/made
http://legislation.data.gov.uk/uksi/2016/792/made/data.html
http://legislation.data.gov.uk/uksi/2016/792/made/data.html
http://www.legislation.gov.uk/uksi/2013/756/pdfs/uksiem_20130756_en.pdf
http://www.legislation.gov.uk/uksi/2013/756/pdfs/uksiem_20130756_en.pdf
https://www.gov.uk/government/publications/school-census-2017-to-2018-guide-for-schools-and-las
https://www.gov.uk/government/publications/school-census-2017-to-2018-guide-for-schools-and-las
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Lesson registers:  
 

An electronic register is taken at the start of each lesson by the subject teacher via SIMS. 

 

3.2 Unplanned absence  
 

Parents/carers must notify the Academy on the first day of an unplanned absence – for example, if 

their child is unable to attend due to ill health – by 8:30 am or as soon as practically possible (see also 

section 6).  

  

If the authenticity of the illness is in doubt or the student has more than 10 days absence, the 

Academy will ask parents/carers to provide medical evidence. This evidence could include a doctor’s 

note, prescription, appointment card or another appropriate form of evidence. We will not ask for 

medical evidence unnecessarily.  

  

If the 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.  

 

3.3 Medical or Dental Appointments  
 
Missing registration for a medical or dental appointment is counted as an authorised absence; 

advance notice is required for authorising these absences. Evidence of appointments could include a 

doctor’s note, prescription, appointment card or another appropriate form of evidence.  

 

However, we encourage parents/carers to make medical and dental appointments out of Academy 

hours where possible. Where this is not possible, the student should be out of Academy for the 

minimum amount of time necessary.  

 

Parents/carers should supply the Academy with a copy of the medical / dental appointment letter.  

 

Applications for other types of absence in term time must also be made in advance. Information 

relating to whether the Academy can authorise such absences can be found in section 4.  

 

3.4 Lateness and Punctuality  
 

Punctuality is of the utmost importance, and lateness will not be tolerated.  
 
The school day starts at 8:50 am; students should be in their tutor room ready for registration. 
 
Any student arriving between 8:50 am and 9:10 am will be registered with an ‘L’ code indicating that 
the student was late for the beginning of the school day.  
 
Morning registration closes at 9:30 am.  
 

Students arriving after 9:30 am will receive a ‘U’ mark which accounts for unauthorised absence. This 

results in a student losing their morning registration mark which impacts adversely on their overall 

attendance.  

 
It is not acceptable for students to arrive persistently late for school, and we will work closely with 
family to offer support and guide where needed.  
 
Truancy call is sent to parents/carers of students who are absent from the Academy if we have not 
been given a reason for the absence. Truancy calls will be sent on or before 10.30 am daily.  
 
For each lesson, the class teacher will keep an accurate, electronic record of attendance.  



 

8 

Students arriving 5 minutes after the start of their lesson will receive a late mark.  
 

Afternoon registers closes at 1.00pm. 

 

3.5 Following up Absence 

 
The Academy will follow up any absences to ascertain the reason, ensure proper safeguarding action 

is taken where necessary, identify whether the absence is approved or not and identify the correct 

attendance code to use.   

  

3.6 Reporting to parents/carers  
 

The Academy reports to parents/carers on their child’s attendance record, in the written annual report.  

 

 

4. Authorised and Unauthorised Absence  
 

Any absence is authorised at the discretion of the Academy. Parents/carer notification of absence and 

/ or illness is not sufficient reason for an absence to be authorised by the Academy. Only the 

Academy can state whether an absence has been authorised. Therefore, parent/carer contact for any 

absence is required, including a clear explanation for the absence. Parents/carers will be notified as 

to whether the Academy has deemed an absence to be authorised or unauthorised.  

 

4.1 Granting approval for term-time absence  
 

The Principal may not grant any leave of absence to students during term time unless they consider 

there to be 'exceptional circumstances'.  

  

We define ‘exceptional circumstances’ as   

  

• Service personnel returning from a tour of duty abroad where it is evidenced the parent will 

not be in receipt of any leave in the near future that coincides with Academy holidays.   

• Where an absence from Academy is recommended by a health professional as part of a 

parent’s or child’s rehabilitation from a medical or emotional issue.   

• The death or terminal illness of a person close to the family.   

• To attend a funeral of a person close to the family.  

  

The Academy considers each application for term-time absence individually, taking into account the 

specific facts, circumstances and relevant context behind the request, allowing with 4 weeks’ notice 

prior to the leave date. A leave of absence is granted entirely at the Principal’s discretion.  

  

Valid reasons for authorised absence include:  

  

• Illness and medical/dental appointments – as explained in sections 3.2 and 3.3  

• Religious observance – where the day is exclusively set apart for religious observance by 

the religious body to which the student’s parents/carers belong.  If necessary, the Academy 

will seek advice from the parents/carers’ religious body to confirm whether the day is set 

apart  

• Traveller students 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 the Academy, but it is not known whether the student is attending 

educational provision  
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Only the Principal can authorise absence using a consistent approach. The Principal is not obliged to 
accept a parent’s explanation.  A letter or telephone message from a parent does not in itself authorise 
an absence. If absences are not authorised, parents/carers will be notified.  

  

If no explanation is received, absences will not be authorised.   

 

4.2 Unauthorised Absence  
  

The following reasons are examples of absence that will not be authorised:  

  

▪ Persistent nonspecific illness e.g. poorly/unwell  

▪ Absence of siblings if one child is ill  

▪ Oversleeping  

▪ Inadequate clothing/uniform  

▪ Confusion over Academy dates  

▪ Medical/dental appointments of more than half a day without very good reasons  

▪ Child’s/family birthday  

▪ Shopping trip  

▪ Family Holidays (with some rare exceptions)  

  

Persistent unauthorised absence (10% or more of the Academy year) may result in an AS1 referral to 
the Local Authority School Liaison Officer for consideration of prosecution.  The Academy will follow 
procedures prior to referral and parents/carers will be notified in writing.  

  

When a referral is made, the child’s Registration Certificate, copies of all letters sent to parents/carers 

and minutes of any meetings will be attached to the completed AS1 referral form with any other 

relevant information.   

 

Local Authority Action may include:  

  

• Attendance Improvement Meeting   

• Home visits  

• Liaison with other agencies  

• Fast Track to Prosecution  

  

4.3 Study Leave  
  

Study leave is not granted by default.  

  

4.4 Legal sanctions Penalty Notices Proceedings for Poor Attendance  
  

Penalty Notices are issued in accordance with Kent County Council’s Education Penalty Notices Code 

of Conduct effective from January 2016 and revised in April 2017.  

  

• A Penalty Notice will only be issued in cases of absence for 10 or more half day sessions (5 
Academy days) without authorisation during any 100 possible school sessions or period of 50 
days of schooling – these do not need to be consecutive.  

• A Penalty Notice can also be issued where an excluded child is found in a public place during 

Academy hours.  

• After the appropriate request for a Penalty Notice is received, the KCC Inclusion and 
Attendance Service will issue a warning letter setting out 15 Academy days during which no 
unauthorised absence is to be recorded  

• If unauthorised absence is recorded during the 15-day period, a Penalty Notice will be issued 

(one per parent per child)  
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Where Penalty Notices are imposed, the regulations state that the penalty will be £120 to be paid within 
28 days, reduced to £60 if paid within 21 days.  Penalty Notices are issued to each parent of each child.  
Failure to pay the penalty in full by the end of the 28-day period will result in prosecution by the Local 
Authority.  

  

  

5. Strategies for Promoting Attendance  
  

The Academy rewards good attendance in celebration assemblies, with certificates and rewards.  

  

The Academy works with parents/carers to support regular attendance. This is achieved by 

communicating early about issues and acknowledging positive improvements. Alongside this, the 

Head of Year and Pastoral Support Managers are another point of contact within the Academy. 

 

Attendance Team:  

The Academy’s Attendance Team are able to meet with parents/carers and students to discuss 

attendance concerns. This includes where parents/carers are finding it difficult to get their child into 

the academy each day. Attendance Team are also willing to carry out home visits in order to support 

the improvement of attendance.  

 

15 Day / 30 Day Challenge:  

The Academy have designed a 15-day challenge to try and engage the student to support themselves 

in improving a problem with using 15 days to try using the “getting it right” (Behaviour policy 2020-21). 

 

Attendance Contracts:  

The Academy may request parents/carers and students to complete an attendance contract. This is a 

supportive measure that outlines the barriers to a student’s attendance, improvement targets for 

future attendance and what support the Academy will offer. Whist attendance contracts will be 

required for any student with below 90% attendance, this can be put in place at any stage in order to 

support a student’s attendance.  

 

Home Visits:  

The Academy’s Attendance Team will carry out home visits, which may be pre-arranged or 

unannounced depending on the reason for the visit. In addition, parents/carers with disabilities or any 

other barrier to them being able to come into the Academy, can request a home visit in respect of 

advice around improving their child’s attendance.  

 

School Attendance Meetings (SAMs):  

The Academy makes use of attendance panel meetings with students and/or parents/carers and 

Attendance Officer and SLO.  These are supportive meetings where barriers to attendance and 

punctuality are raised and informal discussions about required improvements are undertaken.  

 

Individual Health Care Plans:  

An Individual healthcare plan (IHP) can be put in place to support students with a temporary or long-

term medical condition. This is written by either the Attendance Team or SENCO with input from the 

parent/carers. The aim of the IHP is to ensure appropriate support and adjustments are implemented 

to ensure that an ongoing medical condition does not present a barrier to attendance.  

 

Referrals to external support agencies:  

Where the Academy believe that internal support strategies have failed to bring out about the 

necessary improvement to a student’s attendance it may be necessary to make a referral to an 

external support agency such as social care or Early Help.  

Fast Track Referral to LA:  
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Where Academy intervention and support have failed to bring about the necessary impact, the 

Academy may refer to the Local Authority in order to implement a Fast Track to Attendance strategy. 

This is a formal plan to address a student’s persistent absence from the Academy. 

  

6. Attendance Monitoring  
  

The attendance officer monitors student absence on a daily basis.  

  

Parents/carers are expected to call the Academy in the morning if their child is going to be absent due 

to ill health (see section 3.2).  

  

Parents/carers are expected to call the Academy at the start of every day that their child is ill.  

  

If a student’s absence goes above 5 days, we will contact the parents/carers to discuss the reasons 

for this (see appendix 2).  

  

If after contacting parents/carers a student’s absence continue to rise, we will consider involving Early 

Help and the School Liaison Officer. 

  

The persistent absence threshold is 10%. If a student's individual overall absence rate is greater than 

or equal to 10%, the student will be classified as a persistent absentee.   

  

Student-level absence data is collected each term and published at national and local authority level 

through the DfE's Academy absence national statistics releases. The underlying Academy-level 

absence data is published alongside the national statistics. We compare our attendance data to the 

national average, and share this with governors.   

  

The Academy collects and stores attendance data, and uses it internally, for example, to track the 
attendance of individual students, identify whether or not there are particular groups of children whose 
absences may be a cause for concern, monitor and evaluate those children identified as being in 
need of intervention and support.  
 

7. Children Missing Education 
  

No child will be removed from the Academy roll without consultation between the Principal and the 

Inclusion and Attendance Service when appropriate.   

Where a child is missing from education, Local Authority guidance will be followed, by completing a 

Child Missing Education referral under the following circumstances:  

  

• The whereabouts of the child is unknown and the Academy has failed to locate him/her.  

• Home visit has taken place 

• Spoken to friends in and around the Academy 

• Where possible contact other known schools the family may attend 

• The family has notified the Academy that they are leaving the area but no Common Transfer 

Form (student file) has been requested by another Academy or School.  

 

8. Monitoring Arrangements  
  

This policy will be reviewed every year by the Attendance Officer. At every review, the policy will be 

shared with the Board of Trustees.  

 

9. Links with other Policies  

  
This policy is linked to our child protection, safeguarding policy and behaviour policy.  
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Appendix 1: Attendance Codes 
  

  

The following codes are taken from the DfE’s guidance on Academy attendance.  

  

  

/ Present at AM  M Medical  

\ Present at PM registration  N No reason provided for 
absence  

B Educated off site  O Unauthorised absence  

C Other authorised absence  P Approved sporting activity  

D Dual registration  R Religious observance  

E Excluded  S Study Leave  

G Unauthorised family holiday  T Travellers Absence  

H Authorised holiday  U Late after register has closed  

I Illness  V Educational Trip or Visit  

J Interview  W Work experience  

L Late before register closed  Y Enforced closure  
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Appendix 2: 

 

Attendance days Category Academy response 

0 - 0.5 days   
Attendance celebrated via SIMs Parent App 
communication, recognition assemblies, certificates, 
prizes, entry into prize draw, Termly reward activities, 
progress reporting systems and parents/carers’ 
evenings.  

1 – 3.5 days Letter 1  Letter one to be sent to parents/carers if authorised 
absence.  
Penalty notice warning letter if required for unauthorised 
absents.  

4 – 6.5 days Letter 2 letter sent home to parents/carers. 15-day challenge set 
to the student to try and improve their attendance.  
Allow parent to raise concerns and have direct contact 
with attendance officer. Support from Early Help if 
required,   
Issuing of Penalty Notice where there is sufficient 
grounds.  
SENCO to be notified and to contact parents/carers to 
arrange a person-centred review (for all SEND students). 

7 – 8.5 days Letter 3 letter sent home to parents/carers.  
All absences to continue to be unauthorised without 
relevant medical evidence being provided.  
Student works with HoY on a 30 day contract and how 
this will support their attendance and education allowing 
them to reach their educational potential.   
Attendance contract (see Appendix B) to be completed 
including formal improvement targets.  
SENCO to be notified. Emergency review to be instigated 
for all students with an EHCP. 

9 + days SAM  Letter sent to parent/carer for a formal School 
Attendance Meeting take place in the Academy or a 
home visit to be arranged.  
Support offered to family and student 
Parent/ Carer made aware of their legal obligation to 
ensure school attendance.  
Monitored by attendance officer.  

10.5 days SAM review Letter sent to parent/carer for a formal School 
Attendance Meeting take place in the Academy or a 
home visit to be arranged.  
External Agencies invited and possible referral to KENT 
Attendance Service. 
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Appendix 3:  Late Letter (Code L) 
 

Our Ref:  JFM/DC 
 
«date_of_printing» 
 
«addressee» 
«address_block» 
 
 
Dear «salutation» 
 
Re:  «forename» «surname»  «reg» 
 
«forename» has been late to school on more than 3 occasions; in total «he_she» has had 
«total_lates_before» lates during this term. School starts at 8:50 am and «chosen_forename» 
should be in «his_her» tutor by then. We also hold assemblies at this time where information 
is given to the students.   
 
As you can imagine, failing to arrive at school on time does not prepare «forename» for the 
day and these actions have a detrimental effect on «his_her» education, time keeping and 
then disrupts others’ learning when «chosen_forename» arrives to the lesson late. 
 
We have brought this to your attention so that you can help us address this concern and 
prevent it from continuing.  
 
If this continues this year, then I will have to ask you to meet with myself to discuss the 
situation. If you have any questions regarding this matter, please do not hesitate to contact 
myself.  
 
Yours sincerely 
 

 
Mrs D Cloves 
Attendance Officer 
01304 820126(option 1) 
clovesd@dccacademy.org.uk 
 
 

  

mailto:clovesd@dccacademy.org.uk
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Appendix 4:  Late Letter (Code U) 

 

Our Ref:  JFM/ DC 

 
«date_of_printing» 
 
«addressee» 
«address_block» 
 
 
Dear «salutation» 
 
Re «forename» «surname»«tutor» 
 
I am writing to express my concern over the number of occasions that «forename» has arrived 
after the register has been closed.  Below for your information is a summary of attendance 
indicating the days «forename» was late (Code U): 
 
«dates_of_lates_after» 
 
Total lates after registration closed: «total_lates_after» half day sessions 
 
At our school the register is taken at 8.50am and is closed at 9.10am for the morning session 
and taken again at 12.30pm and closed at 12.40pm for the afternoon session.  Pupils arriving 
after the register has closed will be marked ‘U’ which records the absence as unauthorised for 
that session. 
 
Arriving after the register has closed is seriously disrupting your child’s learning and is 
impacting on their overall attendance.   
 
Persistent late arrival may lead to a referral for a Penalty Notice or a referral to the Local 
Authority School Liaison Officer for further action and possible prosecution. 
 
If «forename» continues to arrive late after the register has closed we will contact you to 
arrange a meeting at the school. 
 
Yours sincerely 
 

 
Mrs D Cloves 
Attendance Officer 
01304 820126(option 1) 
clovesd@dccacademy.org.uk 
 

 

  

mailto:clovesd@dccacademy.org.uk
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Appendix 5:  Absence Letter 1 

 

Our Ref:  JFM/DC 
 
 
«date_of_printing»  
 
«addressee» 
«address_block» 
 
 
Dear «salutation» 
 
Re:  ## days of absence - «forename» «chosen_surname» «reg» 
 
I am writing to confirm that «chosen_forename» has missed ## days of school since 
September. We are encouraging students to have less than 10 days of absence in an 
academic year.  We understand that from time to time, students become ill and need time off 
school. 
 
At this moment in time «chosen_forename» is below this figure for this academic year. If 
«chosen_forename» remains below 10 days then «he_she» will achieve above 95% targeted 
attendance by the end of the year. This will be a fantastic effort and mean that 
«chosen_forename» will be able to achieve «his_her» potential for the year.  
 
If you have any concerns regarding «chosen_forename»’s attendance or would like any help, 
please do not hesitate to contact our Attendance Officer, Mrs D Cloves on 01304 820126, 
option 1. 
 
Yours sincerely 
 

 
 
Head Teacher 
Dover Christ Church Academy 
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Appendix 6:  Absence Letter 2 

 

Our Ref:  JFM /DC 
 
«date_of_printing»  
 
«addressee» 
«address_block» 
 
Dear «salutation» 
 
Re:  ## Days of Absence - «forename» «chosen_surname» «reg» 
 
I am writing to confirm that «chosen_forename» has missed ## days of school since 
September. Their tutor will now be working with «chosen_forename» to mentor and 
encourage «him_her» to improve «his_her» attendance at Dover Christ Church Academy.  
 
Their tutor or PSM will meet with «chosen_forename» during tutor time and offering 
«him_her» the chance to attempt the 15 day challenge with regards to attendance. The idea 
behind the challenge is give «chosen_forename» the opportunity and encouragement to try 
and improve «his_her» own attendance at Dover Christ Church Academy. 
 
If «chosen_forename» is to achieve «his_her» full potential, which we know «he_she» can, 
then it is essential for «him_her» to fully attend Dover Christ Church Academy to enable us to 
continue to educate and develop «chosen_forename»’s potential and future. At this time 
«chosen_forename»’s attendance is «percentage_attendance»%.   
 
 
If you have any concerns regarding «chosen_forename»’s attendance, please do not hesitate 
to contact me.   
 
Yours sincerely 

 
Mrs D Cloves 

Attendance Officer 
01304 820126 (Option 1) 
clovesd@dccacademy.org.uk 
 
 

  

mailto:clovesd@dccacademy.org.uk
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Appendix 7:  Absence Letter 3 

 

Our Ref:  JFM/DC 
 
«date_of_printing» 
 
«addressee» 
«address_block» 
 
Dear «salutation» 
 
Re:  ## Day’s Absence - «chosen_forename» «chosen_surname» - «reg» 
 
30 Day Contract 
 
The Government has stated that students should have regular attendance during an 
academic year. Our records show that so far this academic year «chosen_forename» has 
had ## days absence. This could lead to «chosen_forename»’s  attendance falling below 
Government guidelines of regular school attendance. The staff at the Academy strive to help 
all students achieve their goals. 
 
The head of year «head_of_year» will be meeting with «chosen_forename» and offering 
«him_her» the chance to attempt the 30 day contract. The idea will be that 
«chosen_forename» should be aiming to attend school 100% of the time during the 30 
school days of the challenge. Should «his_her» attendance continue to decline, then I will 
pass this matter to the Attendance Officer, who will invite you to attend a meeting, where we 
can discuss how we can work together to help «chosen_forename» to attend school 
regularly. 
 
If you have any concerns, or if there is anything you would like to discuss or if you would like 
to meet earlier, please do not hesitate to get in touch with me. Alternatively, you can contact 
the Attendance Officer, Mrs D Cloves on 01304 820126, option 1 
 
Please find enclosed «chosen_forename»’s record of attendance to date.  
 
Yours sincerely 
 
 
 
 
«head_of_year» 
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Appendix 8:  Academy Attendance Meeting Letter 

 
Our Ref:  JFM/ DC 
 
 
«date_of_printing» 
 
«addressee» 
«address_block» 
 
Dear «salutation» 
 
Re:  «chosen_forename» «chosen_surname» «reg» – School Attendance Meeting 
 
I am very concerned regarding the number of absences that «chosen_forename» has had 
since the beginning of the academic year, I know that in some cases these are unavoidable. 
We aim for students to achieve regular attendance. I am now concerned as 
«chosen_forename»’s attenadance has continued to decline despite the best efforts of the 
Academy trying to encourge «him_her» to attend regularly. So far during this academic year 
«chosen_forename» has had «total_authorised_absences» authorised absences and 
«total_unauthorised_absences» unauthorised absences. 
 
I would like to invite you to a School Attendance Meeting, where we can discuss ways of 
helping «chosen_forename» to overcome any hurdles «he_she» may have to their 
attendance.  I have arranged this at Dover Christ Church Academy on DATE AND TIME. 
Please contact the Academy to confirm your attendance at this meeting, by either phone or 
e-mail using the details at the bottom of this letter.  If this is an inconvenient time or you have 
any questions, please do not hesitate to contact myself on the number below. Please be 
aware that a member of the Local Authority may also be present.  
 
Any further absences from school after the date of this letter will require medical evidence to 
be authorised. Evidence can be medication, a prescription, an appointment card or a letter 
notifying you of an appointment. We do not require a doctor’s note. 
 
Yours sincerely 

 
Mrs D Cloves 
Attendance Officer 
01304 820126 (option1) 
clovesd@dccacademy.org.uk 
 
 
  

mailto:clovesd@dccacademy.org.uk
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Appendix 9:  Academy Attendance Review Letter 

 

Our Ref:  JFM/DC 
 
 
«date_of_printing» 
 
«addressee» 
«address_block» 
 
Dear «salutation» 
 
Re:  «chosen_forename» «chosen_surname» «reg» – School Attendance Meeting 
review 
 
I would like to invite you to a School Attendance Meeting Review. We can discuss 
«chosen_forename»’s attendance and if required further interventions that may be required 
to support «him_her».    
 
I have arranged this at Dover Christ Church Academy on DATE AND TIME. Please contact 
the Academy to confirm your attendance at this meeting, either by phone or e-mail using the 
details at the bottom of this letter.  If this is an inconvenient time or you have any questions, 
please do not hesitate to contact myself on the number below. Please be aware that a 
member of the Local Authority may also be present.  
 
Any further absences from school after the date on this letter, will require medical evidence to 
be authorised. Evidence can be medication, a prescription, an appointment card or a letter 
notifying you of an appointment. We do not require a doctor’s note. 
 
Yours sincerely 
 

 
Mrs D Cloves 

Attendance Officer 
01304 820126 (Option 1) 
clovesd@dccacademy.org.uk 
 
 

  

mailto:clovesd@dccacademy.org.uk
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Appendix 10:  Academy Attendance Final Warning Letter 

 

Our Ref:  JFM/ DC 
 
 
«date_of_printing» 
 
«addressee» 
«address_block» 
 
Dear «salutation» 
 
Re:  «chosen_forename» «chosen_surname» «reg» – School Attendance Meeting 
 
The Education Act 1996 states: ‘If any child of compulsory school age, who is a registered 
pupil at a school, fails to attend regularly, the parents/carers of the child shall be guilty of an 
offence.’ 
 
I wrote to you on DATE inviting you to a School Attendance Meeting. You failed to attend the 
meeting and no reasonable reason was given for your non-attendance 
 
A School Attendance Meeting has been arranged at Dover Christ Church Academy on DATE 
AND TIME to discuss the concern about «chosen_forename»’s attendance and to put some 
interventions in place. If you fail to attend then I will refer this matter to the local authority. If 
this is an inconvenient time or you have any questions, please do not hesitate to contact 
myself on the number below. It is essential that you are present at this meeting. 
 
Any further absences from school after the date of this letter will require medical evidence to 
be authorised. Evidence can be medication, a prescription or a letter notifying you of an 
appointment. We do not require a doctor’s note. 
 
Yours sincerely 
 

 
Mrs D Cloves 

Attendance Officer 
01304 820126 
clovesd@dccacademy.org.uk 
 
 

  

mailto:clovesd@dccacademy.org.uk
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Appendix 11:  Unauthorised Sessions Warning Letter re:  Penalty Notice Referral 

 

Our Ref:  JFM/DC 
 
«date_of_printing»  
 
«addressee» 
«address_block» 
 
 
Dear «salutation» 
 
Re:  Unexplained absence - «forename» «chosen_surname» «reg» 
 
I am writing to confirm that «chosen_forename» has had «total_unauthorised_absences» 
sessions which equates to ## days of unauthorised absence from school since September. 
On each day of absence you have been contacted by a text and other means you have not 
responded or given adequate reason. These dates are as follows: -  
 
«dates_of_specified_codes» 
 
Should «chosen_forename» reach 10 sessions (5 days) of unauthorised absence a penalty 
notice could be requested per parent/guardian per child.  
 
Penalty Notices are issued to each parent of each child and the amount of the penalty will 
be £120, reduced to £60 if paid within 21 days.  Failure to pay the penalty in full at the end of 
the 28 day period may result in prosecution by the Attendance Service. 
 
Should you wish to meet, please do not hesitate to get in with contact me. 
 
Yours sincerely 

 
Mrs D Cloves 
Attendance Officer 
01304 820126 (Option 1) 
clovesd@dccacademy.org.uk 
 
 

  

mailto:clovesd@dccacademy.org.uk
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Appendix 12:  Unauthorised Absence Confirmation of Penalty Notice Request 

 
 
 
 
REF: JFM/DC 
 
 

«date_of_printing» 

 
«addressee» 
«address_block» 
 
 
 
Dear «salutation» 
 
Re  «forename» «surname» 
 
With reference to our letter dated ??, «forename» has now reached a total of 
«total_unauthorised_absences» half day sessions of unauthorised absence. As a result, we 
will now be requesting a Penalty Notice from the Local Authority. 
 
A separate Penalty Notice can be issued to each parent and for each child. 
 
 
Yours sincerely 
 

 
 
 
Head Teacher 
Dover Christ Church Academy 
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Appendix 13:  Response to Leave Request (Not Authorising) 

 

Our Ref:  JFM/ DC 
 
«date_of_printing» 
 
«addressee» 
«address_block» 
 
Dear «salutation» 
 
Re:  «chosen_forename» «chosen_surname» - «reg» 
 
I have received your request to take «forename» out of school for a leave of absence between (date) 
and (date), a total of (number) school days, ((number)sessions). 
 
As an Academy we will not authorise any absence unless there are short term extenuating 
circumstances discussed face to face with myself.  
  
From September 2013 the Department for Education has amended the Education (Pupil Registration) 
(England) Regulations 2006 removing the Head Teacher’s ability to authorise leave of absence for a 
family holiday. Requests for holidays in term-time will not be authorised as the Regulations only allow 
me to authorise absence (leave) in “exceptional circumstances”. 
 
The School’s Attendance Policy confirms that: 

• agreement to each request is at my discretion, acting on behalf of the Governing Body 

• each case will be judged on its merits 

• my decision is final 

• leave cannot be authorised retrospectively 
 
I have considered your request but I am writing to confirm that on this occasion the leave will not be 
authorised. If you decide to take «forename» out of school I will be making a request for a Penalty 
Notice to be issued. 
 
Penalty notices are issued per Parent or Guardian per child and the amount of each penalty notice 
will be £120, reduced to £60 if paid within 21 days. Failure to pay the penalty in full at the end of the 
28-day period may result in prosecution by the Attendance Service. 

 
Yours sincerely 
 

 
 
Mrs D Cloves 

Attendance Officer 
01304 820126 (Option 1) 
clovesd@dccacademy.org.uk 
 
 

  

mailto:clovesd@dccacademy.org.uk
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Appendix 14:  Unauthorised Leave Confirmation of Penalty Notice Request 

 

 
Our Ref:  JFM/DC 
 
 
«date_of_printing» 
 
«addressee» 
«address_block» 
 
 
Dear «salutation» 
 
 
Re:  «chosen_forename» «chosen_surname»  «reg» 
 
 
With reference to the letter written to you by Mrs Cloves dated (date), the holiday taken 
between «dates_of_specified_codes» «total_of_specified_codes» has now been 
recorded as Unauthorised Absence. As stated in this letter a Penalty Notice has been 
requested from the Local Authority.  
 
Penalty Notices are issued to each parent of each child and the amount of the penalty will 
be £120, reduced to £60 if paid within 21 days. Failure to pay the penalty in full at the end of 
the 28-day period may result in prosecution by the Attendance Service.  This is issued by the 
Local Authority and notification of how to pay will be included in their paperwork.  Please do 
not bring payment into the Academy. 
 
 
Yours sincerely 
 
 
 
 
 
Mr J MacLean 
Principal 
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Appendix 15:  Academy Letter Where They Believe a Holiday was Taken 

 

Our Ref:  JFM/DC 
 
«date_of_printing» 
 
«addressee» 
«address_block» 
 
Dear «salutation» 
 
Re:  «chosen_forename» «chosen_surname» - «year_reg» 
 
We believe that «chosen_forename» has been on an unauthorised holiday because 
……………………………………………………………………………………………………  
 
From September 2013 the Department for Education have amended the Education (Pupil 
Registration) (England) Regulations 1996 removing the Head Teacher’s ability to authorise leave of 
absence for a family holiday. Requests for holidays in term-time will not be authorised as the 
Regulations only allow me to authorise absence (leave) in “exceptional circumstances”. 
 
The School’s Attendance Policy confirms that: 

• Agreement to each request is at my discretion, acting on behalf of the Governing Body 

• Each case will be judged on its merits 

• My decision is final 

• Leave cannot be authorised retrospectively 
 
You failed to apply in advance for permission for «chosen_forename» to be absent from school.  As 
stated above, I am unable to authorise leave retrospectively and will require medical evidence for 
«chosen_forename» to show that you have not taken a holiday, I will require this by DATE.  Failure to 
provide this information will result in a request being made for a Penalty Notice to the Local Authority. 
 
Penalty Notices are issued to each parent of each child and the amount of the penalty will be £120, 
reduced to £60 if paid within 21 days.  Failure to pay the penalty in full at the end of the 28 day period 
may result in prosecution by the Attendance Service. 
 

Yours sincerely 
 

 
 
Mrs D Cloves 

Attendance Officer 
01304 820126 (Option 1) 
clovesd@dccacademy.org.uk 
 

 

  

mailto:clovesd@dccacademy.org.uk
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Appendix 16:  Confirmation of Penalty Notice Request Where Holiday is Believed to 

have been taken 

 

Our Ref:  JFM/DC 
 
«date_of_printing» 
 
«addressee» 
«address_block» 
 
Dear «salutation» 
 
Re:  «chosen_forename» «chosen_surname»  «year_reg» 
 
Mrs Cloves wrote to you on DATE as we believed that «chosen_forename» has been on an 
unauthorised holiday because: -   
 

•  
  
 
As an Academy we will not authorise any absence unless there are short term extenuating 
circumstances discussed face to face with myself.  
 
You have failed to provide any form of medical evidence for «chosen_forename» to show that you 
have not taken a holiday as requested, I will therefore have to make a request for a Penalty Notice to 
be issued by the Local Authority. 
 
Penalty Notices are issued to each parent of each child and the amount of the penalty will be £120, 
reduced to £60 if paid within 21 days.  Failure to pay the penalty in full at the end of the 28 day period 
may result in prosecution by the Attendance Service. 
 
Yours sincerely 
 
 
 
 
 
Mr J MacLean 
Principal 
 

Legal information parental copy 
 
From September 2013 the Department for Education have amended the Education (Pupil 
Registration) (England) Regulations 1996 removing the Head Teacher’s ability to authorise leave 
of absence for a family holiday.  Requests for holidays in term-time will not be authorised as the 
regulations only allow me to authorise absence (leave) in “exceptional circumstances”. 
 
The School’s Attendance Policy confirms that: 
 

• Agreement to each request is at my discretion, acting on behalf of the Governing Body; 

• Each case will be judged on its merits; 

• My decision is final; 

• Leave cannot be authorised retrospectively. 
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Appendix 17:  Traveller Attendance Letter 
 

 
«date_of_printing» 
 
 
«addressee» 
«address_block» 
 
 
Dear «salutation» 
 
Traveller Absence 
«forename» «surname» 
 
Thank you for contacting me to say that «forename» will be absent from school from ??Date 
as you will be travelling due to your work. 
 
The law allows me to authorise «forename»’s absence if your trade or business means that 
you have to travel from place to place. However, you have not let me know when «forename» 
is likely to return to school. Unless you contact me during the next 10 school days to confirm 
a date, I will refer «forename» to the Local Authority as a Child Missing Education.  
 
After 20 days absence, there may be grounds to take «forename»’s name off the school roll 
and you will have to re-apply for a school place when you return. 
 
Yours sincerely 

 
 
Principal  
Dover Christ Church Academy 
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Appendix 18:  Traveller Absence due to Travelling 

 

REF: JFM/DC 
 
«date_of_printing» 
 
 
«addressee» 
«address_block» 
 
 
Dear «salutation» 
 
Traveller Absence 
«forename» «surname» 
 
I am writing to say how concerned I am over the number of times «forename» has been 
absent from school. This academic year «forename» has missed 
«total_authorised_absences» authorised half day sessions and 
«total_unauthorised_absences» unauthorised half day sessions achieving an overall 
attendance rate of «percentage_attendance»%.  
 
Traveller children have to attend school for 380 sessions (190 days) each year, which is the 
same for all children and you are at risk of being referred to the Local Authority School 
Liaison Officer if «forename»’s attendance falls below 90%. I am unable to authorise any 
absence during term time unless there are exceptional circumstances or if you will be 
travelling for occupational purposes and agree this with the school in advance. 
 
If you would like to speak to me about «forename»’s attendance, please telephone the school 
to make an appointment. 
 
 
Yours sincerely 

 
 
Principal 
Dover Christ Church Academy 
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Appendix 19: 
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Appendix 20: 
 

 

 

Daily Absence Recording Procedure 


