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Introduction 

 

Eaton Bray Academy is committed to maximising attendance for all pupils 
to enable them to benefit fully from their education. We believe that regular 
attendance is vital for effective learning. 
 
Eaton Bray Academy will give high priority to ensuring that all parents 
and pupils are aware of the importance of regular and punctual 
attendance. 
 

Mrs. Hounslow 
Head 



 

 

 

 
 

 

 

Page 5 of 9 

Attendance Policy  

V0.2 

15th October 2015  
Eaton Bray Academy 

CONTENTS 

1 RATIONALE .................................................................................................................. 6 

2 PRINCIPLES ................................................................................................................. 6 

3 PROCEDURES ............................................................................................................. 7 

4 FOLLOW UP OF ABSENCE ......................................................................................... 7 

5 ROLES AND RESPONSIBILITIES................................................................................ 8 

6 REQUESTS FOR ABSENCE DURING TERM TIME .................................................... 9 

 



 

 

 

 
 

 

 

Page 6 of 9 

Attendance Policy  

V0.2 

15th October 2015  
Eaton Bray Academy 

1 RATIONALE 

A high level of school attendance requires the school to follow well-
established procedures consistently and fairly. All staff need to have a clear 
understanding of school policy and parents need to be aware of the high 
priority the school places on good attendance. 
 
We want to improve school attendance at Eaton Bray Academy by 
identifying and addressing as speedily as possible any problems that may 
affect attendance. 
 
We aim to achieve a consistent overall attendance rate of above 95%. 

2 PRINCIPLES 

The school will work towards ensuring that all pupils feel supported and 
valued. The school staff will promote positive staff attitudes towards those 
pupils returning from absences. 
 
Staff will be made aware of the registration process and receive in-service 
training, when necessary, on registration procedures and the education law. 
 
Registers will be completed accurately at the beginning of the morning and 
afternoon session and attendance regularly monitored. 
 
Parents will be encouraged to contact the school early on the first morning 
of absence. 
 
The Head teacher will regularly monitor attendance procedures with the 
assistance of the teaching staff and the Office Manager. The school 
governors will also be informed of the effectiveness of school procedures. 
 
Procedures will allow returning pupils to catch up on missed work without 
disrupting the work of other pupils in the class. 
 
Other relevant agencies i.e. the School Access and Inclusion Service 
Attendance Officer will be encouraged to work with the school to improve 
school attendance and to develop the whole school Attendance Policy. 
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3 PROCEDURES 

The school will follow these procedures for recording and monitoring 
attendance: 

 Paper registers will be marked in red and blue in accordance with the 
attendance codes detailed in the Department for Education “School 
Attendance” publication. 

 The morning registers are marked at 8.50am.  Any child arriving at 
school after 9.00 a.m. should report to the School Office and will be 
signed in as late. The registers will be amended to record a pupil's late 
arrival with registration code L (late arrival before the register has 
closed) unless an alternative code is more appropriate (eg. in the event 
of a medical appointment or educational visit.) 

 The registers are closed at 9.20 am. Any child arriving at school after 
these times will be marked with a registration code U (late arrival after 
registration closed) unless an alternative code is more appropriate. 

 To allow for staggered lunchtime play, the registers are marked in the 
afternoon at the following times: Hedgehogs – 12.50pm; Otters – 
1.00pm; Squirrels – 1.10pm; Rabbits – 1.20pm; Badgers, Foxes and 
Deer – 1.30pm.  Each class register closes ten minutes after the stated 
time. 

 The Office Manager will update the School’s online register once a 
week using the information from the paper registers completed by the 
Class Teachers. 

 The Head Teacher will inspect the registers regularly to ensure that 
correct procedures are being followed and to monitor pupil attendance. 

 The Attendance Officer from Central Bedfordshire Access and 
Inclusion Service will make regular visits to the school to review our 
attendance, to provide assistance and support, and to facilitate 
intervention where there are concerns about the attendance of 
individual children 

4 FOLLOW UP OF ABSENCE 

 If no contact is received from parents of the pupil on the morning of the 
first day of absence, the school will contact the parent by phone or 
other appropriate means after 10am.  

 The matter will be referred to the Attendance Officer if the absence 
continues after 10 school days without explanation from the parents. 
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 If a child has an irregular pattern of attendance, or the child has an 
attendance rate consistently below 95%, the Class Teacher will initially 
contact the parents to discuss the matter. 

 If the attendance does not improve the Head Teacher will invite the 
parents to a meeting to try and resolve any difficulties that may be 
preventing the child from attending school. The parents will be made 
aware of the legal requirements regarding school attendance. 

 If the pupil's difficulties are not resolved and the attendance does not 
improve then a formal referral will be made to the School Attendance 
Officer. 

 Parents of children who are regularly late will receive a letter notifying 
them of their child's late arrival at school.  

 In the event of a child returning to school after a long period of absence 
then an individual integration programme will be implemented when 
necessary. 

5 ROLES AND RESPONSIBILITIES 

Parents 

 Parents should ensure that their child attends school regularly and 
punctually. 

 They should be properly dressed and in a fit condition to learn. 

 If a child is going to be absent or late, it is the responsibility of the 
parents to inform the school. 

 Parents should wherever possible avoid making medical appointments 
during school hours.  

 Parents should be aware that absence during term time can only be 
authorised in exceptional circumstances (see section 6).    

 

Teaching staff 

 The teaching staff will ensure that the registers are marked in 
accordance with school policy. 

 Staff will follow school procedures to follow up absenteeism and work 
with parents to promote good attendance. 

 The staff will encourage good attendance through their own personal 
example. 
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Head Teacher 

 The Head Teacher will regularly inspect the registers to ensure that 
correct procedures are being followed. 

 The Head Teacher will work with the staff and Attendance Officer to 
follow up unauthorised absences and irregular patterns of attendance. 

 The Head Teacher will keep the School Governing Body informed of 
the levels of attendance in the school. 

 The Head Teacher will work with the staff, Governors and Attendance 
in reviewing the effectiveness of the Attendance policy. 

 The Head Teacher will submit attendance returns to the DfE or other 
recognised agencies as required. 

 The Head Teacher will ensure that a record is maintained to monitor 
the follow up of poor attendance. 

6 REQUESTS FOR ABSENCE DURING TERM TIME 

If a parent wishes to make an application for absence during term time, 
they should complete an absence request form available from the 
School Office at least 14 days before the date(s) requested. 
 
Head teachers may only authorise leave of absence in exceptional 
circumstances.  When a parent makes a request for absence during 
term time, Head teachers should determine whether the absence can be 
authorised and the number of school days a child can be away from 
school if the leave is granted. 
 
The Head will take into account the child’s attendance record in 
determining whether the absence can be authorised.  
  
Parents do not have any legal right or entitlement to take their child out 
of school in order to go on a family holiday during term-time and should 
not, as a rule, expect any leave request to be granted.   
 
Where a child is absent for a family holiday or other absence that has 
not been authorised, the School may notify the Local Authority, and a 
Penalty Notice may be issued. 


