
  

Attendance Policy 
 

 
Statement of Intent 
Queensmead Primary Academy aims to work together with parents and carers to ensure that all children achieve 
excellent levels of attendance and punctuality.  Regular attendance is important, not just because the law requires it but 
because it is the best way of ensuring that children make the most of the educational opportunities which are available 
to him or her.  Good attendance is an essential and crucial prerequisite to effective learning 
 
Absence 
Children are expected to attend academy for the full 190 days of the academic year, unless there is a good reason for 
absence. There are two types of absence: 

 Authorised (where the academy approves pupil absence) 

 Unauthorised (where the academy will not approve an absence or no reason has been given for an absence)  
 
There may be occasions when a child has to miss academy – for example if he or she is unwell.  Any other absence 
should be kept to an absolute minimum.  In particular, parents and carers should avoid taking their children out of 
academy during term-time.  
 
Every half day absence from academy is recorded as either authorised or unauthorised which is why information about 
the reason for each absence is always required.  If a child is ill, parents and carers are asked to inform the academy by 
9.30 am on the first morning of the absence.  There is an automated voicemail answer machine for reporting pupil 
absence.  
 
There may be other occasions when absence may be authorised.  These include: 

 Unavoidable medical / dental appointments 

 Days of religious observance 

 Exceptional family circumstances 

 Approved sporting activity 

 Approved educational activity (e.g. examinations, academy trips, visiting new academy) 
 
If parents and carers wish for their child to be absent from academy for such an occasion, they are asked to complete a 
‘Request for Leave of Absence’ form and return it to the academy.  The Principal will complete the reply slip to inform 
them as to whether the absence has been authorised. 

 
Lateness 
Academy begins at 8.55 a.m. for children in KS1 and KS2 and all pupils are expected to be in academy for registration at 
this time.   Our registers CLOSE at the office at 9.20 am.   
 
Any child arriving after the registration period should enter academy via the main entrance reporting to the Academy 
Office. If accompanied, a parent or carer should give a reason for the lateness, which will be recorded in the 
register/late book. The child will then be sent to their classroom.  
 
If a child arrives more than 15 minutes after the close of registers at 9.20 am (by 9.35 am or 1.45 pm) they may be 
recorded as an unauthorised absence for that session if the lateness cannot be satisfactorily explained. 
 
Pupils who are consistently late are disrupting not only their own education but also that of others. Where persistent 
lateness gives cause for concern further action will be taken.  
 
 
 

 
 
 



  
 
Family Holidays During Term Time 
Parents and carers should avoid booking family holidays during term time.  Under policy guidance provided by the 
Government and DfE requests for leave of absence for holidays in term time cannot be granted except under 
exceptional circumstances. The details of the absence criteria are explained in the following statement. 
 
Absence during term time as a result of holidays interrupts continuity of teaching and learning, disrupts the educational 
progress of individual children and creates disruption in the academy.  Holiday requests will be refused, unless there are 
“exceptional circumstances”. 
 
If parents or carers wish to make a request for authorisation of a term time holiday because they feel it is exceptional 
circumstances, they are asked to put the request in writing to the Principal (by letter, Leave of Absence Request Form or 
e-mail), stating the reasons why they need to take their child out of academy. 
 
In considering whether or not to authorise leave, the academy will consider each case individually. The request reply slip 
and a covering letter will be returned to the parent/carer with the final decision.  
 
Should any request for authorising absence be refused, the absence will be recorded as “unauthorised” in the academy 
register.  Families who take their children out of academy for unauthorised absence will be referred to the Education 
Welfare Officer in the local team (specifically the Education Welfare Officer for Braunstone).   
 
Unaccounted absence, recurring absence and extended periods away from the academy could result in either a Penalty 
Notice being issued and/or referral by the Local Authority directly to the Magistrates Court.  
 
Parents’ Responsibilities 
Legally, parents are responsible for ensuring the regular and punctual attendance of their children. They should ensure 
that if their child is to be absent from the academy for any reason such as sickness, they should contact the academy as 
soon as possible, on the first morning of absence and every day thereafter. This may be done by phone, letter or in 
person.  
 
Parents may not authorise their child’s absence, only the academy can do this on the basis of the explanation provided 
by the parents.  A notification telephone call into the academy does not automatically issue an authorised absence.   
 
Parents should also ensure that their child arrives at the academy in time for registration.   
 
 
Academy Responsibilities  
The academy will record and monitor attendance in accordance with the statutory requirements.  
 
Registers will be called twice daily at 8.55 and at 1.20 for KS2 and at 8.55 and 1.00 for KS1.  Any child arriving after the 
closing of the register will be recorded as late for that session unless suitable reasons are given in advance. 
 
Teachers will complete registers in accordance with the academy policy. 
 
If a child is absent, the class teacher will enter the correct mark in the register.   
 
If a class teacher has particular concerns about an individual child’s attendance or punctuality the Attendance Officer 
will be informed.  The Attendance Officer will also inform the Principal of any child whose attendance has dropped 
below the PA level of 90%.  
 
Should there be a child protection or other immediate welfare concern then the academy will make an earlier referral to 
the Education Welfare Officer.  Should the child be on the Child Protection Register, the child’s social worker will be 
notified immediately. 
 



  
The Principal will monitor attendance trends on a regular basis in consultation with the Attendance Officer, learning 
mentor and EWO; and will ensure that the Academy Trust are made aware of any attendance matters. 
 
The academy will employ a number of strategies to promote regular, punctual attendance: 

 The Principal, Attendance Officer and the class teachers will communicate regularly with parents on attendance 
matters 

 End of term certificates and badges for all children who have had 100% attendance during the term.  Any child 
with 100% attendance for the term will be entered into the school prize draw.  

 End of Year certificates/prizes for 100% attendance all year.  

 Clear attendance information will be included in the academy brochure and regular reminders included in the 
academy newsletter/website. 

 A yearly attendance record for each child will be sent out with the statutory reports in July. 

 Reward good attendance in assemblies for the class with the highest attendance and the most improved class 
attendance each week with an attendance trophy.   

 
 

Summary 

 
Queensmead Primary Academy will continue to fulfil its legal duty to publish its absence figures to parents (through the 
website and newsletters) and to promote attendance. Equally, parents have a duty to make sure that their children 
attend. All staff at Queensmead Primary Academy are committed to working with all parents and children to ensure as 
high a level of attendance as possible. 
 
This policy will be reviewed in accordance with the academy policy review framework. 
 

Date     August 20 
Review August 21 


