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Eskdale Academy  

ATTENDANCE POLICY 

 
Safeguarding Statement 

 
 

At Eskdale Academy we respect and value all children and are committed to providing a 
caring, friendly and safe environment for all our pupils so they can learn, in a relaxed and 
secure atmosphere.  We believe every pupil should be able to participate in all school 
activities in an enjoyable and safe environment and be protected from harm.  This is the 
responsibility of every adult employed by, or invited to deliver services at Eskdale Academy.  
We recognise our responsibility to safeguard all who access school and promote the welfare 
of all our pupils by protecting them from physical, sexual and emotional abuse, neglect and 
bullying. 
 

Staff will report any changes in the activities or shortcomings in the documentation to the 
relevant manager. 
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Eskdale Academy 

 

ATTENDANCE POLICY 

 

Statement of Intent 
 

Eskdale Academy believes that regular attendance is important for pupils to take full 

advantage of the educational provision made available to them.  Irregular attendance is 

likely to place the child at an educational disadvantage.  As a school, therefore, we aim to 

pursue the goal of regular pupils’ attendance.  In this matter the partnership between 

school and home is important.  School aims to develop children to their full potential; 

parents have a responsibility to aid the education process by ensuring that children attend 

school regularly, on time, properly dressed and in a suitable condition to learn.  We 

expect our parents to value school and their children’s education and to support our 

school’s rules. 

 

School Attendance – The Statutory Framework 
 

Education Act 1944 – Establishes the duty of parents to ensure regular attendance of pupils. 

 

Education Act 1996 – Establishes the duty of LEA’s to enforce school attendance (Section 

444). 

 

Pupil’s Registration Regulations 1986 – Establishes the criteria for the maintenance of 

Attendance Registers. 

 

The Education (Pupils’ Attendance Records) Regulations 1991. 

 

Framework for the Inspection of Schools (OfSTED) – August 1993. 

 

Registration 
 

There is a legal requirement upon schools to keep an attendance register on which, at the 
beginning of each morning and afternoon sessions, pupils are marked present or absent.  
The Education (Pupils Attendance Record) Regulations 1991 introduced a further 
requirement that attendance registers must show whether an absence of a pupil of 
compulsory school age is authorised or unauthorised. 
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Both staff and pupils should see the taking of registers as an integral part of the school day, 
as was indeed intended in law.  Particular attention should be paid to accurate registration 
and to the preservation and security of registers. 

 

Electronic registers are completed online using the SIMS software.  Staff should ensure all 
children are correctly marked in or absent before saving the data. Nursery children are 
registered using a word document emailed to the office. 
 

Despite being an academy, Eskdale Academy follows Hartlepool Local Authority’s 
registration guidelines.  
 

In accordance with current legislation, each class in school will have an attendance register.  
Registration is from 9:00am – 10:30am and 1.05 p.m.  
 

It is our policy to record a later mark for children who arrive at school after class registration 
has taken place. 
 

We believe that pupils arriving late seriously disrupt their work and that of others.  Our policy 
is to encourage punctuality.  Five minutes will be allocated for registration purposes at the 
beginning of each session.  Children will be recorded as being late once registration has 
taken place. 
 

 

Absence 
 

It is the parent’s responsibility to inform school of the reason for a child’s absence.  We 
would like to receive notification as soon as the child is absent from school.  We need to 
receive information when the child returns to school. 

 

It is a fact that parentally condoned unjustified absence is a serious problem in some 
schools.  This can be every bit as damaging as the more traditional forms of truancy. 
 

Only the school, within the context of the law, can approve absence, not parents. The fact 
that a parent has offered a note or other notification (telephone call or personal contact) in 
relation to a particular absence does not, of itself, oblige the school to accept it. If the school 
does not accept the explanation offered as a valid reason for absence an unauthorised 
absence will be recorded in the register. Where parentally condoned unjustified absence 
appears to be a problem in relation to a particular pupil, school will involve the School 
Attendance Officer at an early opportunity. 

 

An excessive amount of authorised absence can also seriously disrupt continuity of learning 
and encourage disaffection.  We must be alert to emerging patterns of authorised absence.  
We may authorise absence retrospectively where we are satisfied as to the explanation 
offered.  Absences of pupils of compulsory school age without valid reason or for which no 
explanation has been provided will be treated as unauthorised. 

 

Section 444 of the Education Act 1996 provides that no offence is committed where a pupil 
of compulsory school age is prevented from attending school by reason of illness.  If school 
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is satisfied that a pupil is absent as a result of illness the absence will be treated as 
authorised. 
 

Where we have reason to doubt the validity of an explanation offered in respect of a 
particular absence, further information will be requested by the teacher from the child’s 
parents.  If the school continues to be dissatisfied then the absence will be treated as 
unauthorised. 
 

Where there is doubt about the authenticity of absence attributed to illness, School or our 
School Attendance Officer can refer the matter to a doctor working in the School Health 
Service to arrange a special medical, or to make contact with the pupil’s GP.  If a pupil is 
absent for a prolonged period or the school notices a pattern emerging, early contact will be 
made with the Education Social Worker and/or the School Health Service. 
 

Leave for medical or dental appointments will be given (i.e. the absence will be authorised) 
where confirmation has been received from the parent (either in person, in writing or by a 
telephone call) or on production of an appointment card. 
 

Reporting of Absence Procedure 
 

Parents/carers are expected to telephone, text or speak to an adult on the yard or send a 
note with an older sibling or friend.  This will allow the teacher to interpret the category of 
absence.  If procedures are not followed then the School Social Inclusion Manager will 
telephone or send a text via Home Contact to discover the cause of the absence.  If the 
family is not on the telephone, or doesn’t answer, the Social Inclusion Manager will go to the 
home. 

 

 

Reported absences can be referred to the S.A.O if: 
 

a) the absence is regular/repeated and, therefore, affecting the 
             child’s education. 

 

b) there is cause for concern that the child is at risk. 
 

Where a pupil is present for registration but then has to attend an appointment, the school 
need take no action beyond recording the fact that (for the purpose of emergency 
evacuation) the pupil, although registered, is not physically present.  Similarly the school 
must note the presence of a pupil (again for purposes of emergency evacuation) who was 
not there when the register was being taken but returns later from an appointment.  The 
School Admin will make a note in the relevant day’s signing in/out book as to the times the 
child came or left so that there is information on the child’s whereabouts in the event of 
emergency evacuation. 
 

 

Leave for Holidays 

Changes to legislation in 2013 mean parents are no longer entitled to take their child/ren on 
holiday during term time. 
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Any application for leave must only be in exceptional circumstances and the head teacher 
must be satisfied that the circumstances are exceptional and warrant the granting of leave. 
Eskdale Academy and Stranton Academy Trust will be enforcing this legislation from. A copy 
is also available on the school website. 

 

Policy for Family Holidays during Term Time 

Under Section 444 of the Education Act 1996, parents of a child of compulsory school age 
are under a legal duty to ensure the regular attendance of that child at the school where he/ 
she is a registered pupil.  Failure to fulfil this duty may result in the Local Authority 
prosecuting the parents.  If found guilty of the offence, each parent could be fined up to 
£2500, and/or sentenced to three months imprisonment.  The parent may alternatively be 
subject to a fixed penalty fine of £50. 

 

Absence during term time as a result of term time holidays, interrupts continuity of teaching 
and learning, disrupts the educational progress of individual children and creates disruption 
in school.  We actively discourage parents from arranging holidays during term time and will 
only authorise absence for such holidays in exceptional circumstances. 

 

Parents do not have any right or entitlement to expect term time leave to be granted and all 
leave is granted at the discretion of the Head teacher.  Leave for the purpose of a family 
holiday will only be granted in exceptional circumstances. If leave is taken without 
authorisation, it will be recorded in the school attendance register as unauthorised absence 
that is as truancy and the matter may be referred to the school’s education welfare officer. 

 

The head in each school reserves the right to make individual judgements as to what 
constitutes exceptional circumstances, which might include the following: 

 

 A parent or grandparent is seriously/terminally ill and the holiday proposed is likely to 
be the last such holiday; 

 There has recently been a death or other significant trauma in the family and it is felt 
that an immediate holiday might help the child concerned better deal with the 
situation; 

 The holiday is a unique one off never to be repeated occasion which can only take 
place at the time requested. 

 

As a rule, the financial factor when a parent claims that they are unable to afford a holiday 

during school holidays when prices may be significantly higher than in term time, should not 

constitute an exceptional circumstance.  It is acknowledged that individual Head teachers 

may have their own views and perspectives on this, and may choose to respond according 

to these views and perspectives. 

 

Similarly, the nature of the proposed holiday should not be taken as exceptional 

circumstances, although again, it is acknowledged that individual head teachers may have 

their own view and perspectives on this and may choose to respond in the light of those. 
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Categorising Absence 
 

Our policy deals in general with the categories of absence and cannot cover every 
eventuality.  It will be necessary on occasion to exercise reasonable discretion when 
investigating some absences.  The L.A. Attendance Policy Document is available from the 
Head Teacher.  This document gives a lot more relevant details of the various categories of 
absence, in particular holidays.  However the document does state the following key points 
which we must always bear in mind:- 

 

 registered pupils of compulsory school age are required by law to be in school; 
 

 whilst it is right that schools should recognise that individual pupils and families 
have problems the aim should always be to expect regular attendance; 

 

 lateness should be actively discouraged; 
 

 where a pupil is absent without prior authorisation an explanation is required.  If 
one is not forthcoming (for whatever reason) and none of the reasons in 
paragraph 12 or 33 apply, the absence must be treated as unauthorised and the 
register annotated accordingly; 

 

 schools are not obliged to accept parental notes where there is reasons to doubt 
the validity of the explanation offered; 

 

 explanations such as minding the house, looking after other children, or shopping 
trips within school hours will not normally be acceptable reasons for absence; 

 

 even where absence is authorised, schools should be alerted to emerging 
patterns of absence  which may seriously disrupt continuity of learning. 

 

 in promoting regular attendance, schools should work closely with appropriate 
education department staff. 
 

Lateness 
 

It is Eskdale Academy’s policy to actively discourage late arrival.  A pupil arriving late may 
seriously disrupt not only his or her continuity of learning but also that of others.  In 
recognition of local circumstances (such as bad weather or occasional public transport 
difficulties), we may keep registers open for a reasonable period. 

 

For registration to mean anything at all, a firm line must be taken on late arrivals.  To do 
otherwise undermines the whole purpose of registration and may serve to encourage other 
pupils to arrive late.  Particular attention will be paid to emerging patterns of late arrival. 
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Where a pupil does arrive late and misses registration, his or her presence on site will still 
need to be noted for purposes of emergency evacuation.  Anyone arriving late must report to 
the Secretary’s office.  She will enter the child’s name and class in the relevant late book. 
 

In responding to lateness, we will of course need to take account of the individual 
circumstances of each case.  In some instances enquiries may reveal that the late arrival 
stems from difficulties at home or other genuinely unavoidable circumstances.  Parents of 
pupils who persistently fail to arrive on time will be contacted by the Social Inclusion 
Manager in the first instance, if improvements are not made then it may be necessary to 
consult with the Assistant Headteacher. 
 

Role of the Inclusion Team 

 

The role of our designated School Attendance Officer is to: 
 

 liaise, where appropriate, between home and school; 

 investigate irregular attendance or lateness which may give rise to concerns that 
a child may be at risk; 

 complete a register check; 

 work with children who are experiencing problems with attendance and/or 
punctuality: preparing to transfer to secondary school 

 

 

Referral to the School Attendance Officer 
 

Referral to the School Attendance Officer will be made in the following circumstances: 

 

 the absence is regular and/or repeated and therefore affecting the child’s 
education; 

 

 when a pupil has been absent for two consecutive weeks and the absence is 
unauthorised; 

 

 the intervention by the school has failed to secure a pupil’s regular attendance. 
 

Referrals can only be made through the Headteacher or Social Inclusion Manager.  A 
referral form will be completed for each pupil and given to the SAO. 

 

Progress reports on referrals will be given to the school at regular intervals by the School 
Attendance Officer (as agreed between the school and the SAO). 

 

Details of the procedure followed by the SAO may be found in the L.A’s Attendance 
Procedures Document (as mentioned in Section 6).  However, it seems appropriate to note 
here the information required by an SAO to make a referral so that staff involved can have 
the details ready:- 
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When making a referral to your school’s Attendance Officer, it is important that the following 

information is included: 

 

 Action taken to date by the school; 

 Parents/pupils attitudes towards school and the school’s intervention; 

 Parental reasons for non-attendance; 

 Action taken by school to resolve any identified problems; 

 Information regarding any special educational needs the pupil may have, 
academic attainments and support being provided by the school; 

 Information regarding potential aggression from the parents. 
 

Although the main areas of activity for the SAO relate to enforcing school attendance, they 
do provide additional support to school in working with pupils and families (see L.E.A. 
document). 
 
 

The Role of the Inclusion Team 
 

To promote regular school attendance, (in relation to Section 444 of the 1996 Education Act) 
to enable children to gain maximum benefit from educational opportunities by working in 
partnership with carers, school and other agencies where necessary. 

 

 Registers to be checked daily to identify children who have not registered. 
 

 To contact parents/carers of children who have been late more than once (on a 
weekly basis). 

 

 Telephone calls to be made to parents to identify reasons for absence and to 
promote the pupils return to school.  Records to be kept of contact. 

 

 Telephone calls to be made to parents when children have returned to school after 
an unexplained absence. 

 

 Letters sent to parents who have not been contacted by telephone. 
 

 Attendance of targeted pupils to be monitored and follow-up visits made if necessary. 
 

 Regular meetings with SAO.  Termly collation of attendance of targeted pupils prior 
to intervention and following intervention. 

 

 Group work for attendance/punctuality as appropriate.  One to one work with 
identified pupil – issues spec – to them. 

 

 Compile statistics for each term and report to the Governing body. 

 
 Where appropriate, make referrals into Dr Patel (School Medical Officer) – with the 

support and agreement of the parents. 
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 Devise and implement action plans with parents -if there is no apparent reason for 
absence, continual unauthorised absences or pattern of absence / poor punctuality. 

 

 
Rewarding Good Attendance and Punctuality 
 

As well as taking appropriate action against parents who fail to secure the regular 
attendance of their children, we will take steps to reward good attendance and punctuality at 
Eskdale Academy. 
 

This will take the form of certificates and other rewards. 
 
The class with the highest weekly attendance will access the ‘Recreational Room’ during 
Fabulous Friday. 

 

The LA will issue a certificate of attendance signed by the Director of Education and the 
Chairman of the Education Committee for those pupils who achieve 100% attendance each 
year. 
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REGISTRATION PROCEDURE 

 

APPENDIX 1 

 

1 Registers will be completed online using Scholar Pack software, preceding 
both daily sessions. 

 

2 Children arriving at school after registration in the mornings must report to the 
school office. 

 
3 Reporting an absence by telephone, verbally to a member of staff or a note 

are all acceptable. Once we receive a reason for an absence, the Social 
Inclusion Manager can authorise that absence via SIMS.  
 

4 A message pad will be kept in the office to note any explanations for 

absences. These will be passed promptly to the Social Inclusion Manager and 

class teacher. 

 

5 Only school can authorise an absence.  If an absence does not fit one of the 

categories listed, it is likely to be UNAUTHORISED e.g. shopping, birthday, 

minding the house.  All unauthorised absence must be checked with Head 

Teacher or Social Inclusion Manager. 

 

6 Parents moving their child from school during a session will be required to 

explain to their child’s class teacher the reasons for this removal. 

 

7 If the child returns to school with no notification of the reason for absence, a 

standard letter will be sent home, parents seen or telephone contact made by 

the Social Inclusion Manager.  

 

8 Staff to liaise with the Social Inclusion Manager if they have any concerns 

regarding a pupil’s attendance.   
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IMPROVING PUNCTUALITY 

 

APPENDIX 2 

 

1 When children are regularly late for school or a pattern is emerging over a 
period of time, the Social Inclusion Manager will send a letter home or speak 
to the parent/carer at the start/end of the school day. 

 

2 Regular newsletters home should emphasise the need for regular and 

punctual attendance at school and could also remind parents of the 

importance of not taking holidays in term time. 
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APPENDIX 3 

 

 

Date:                        

 

Dear Parent/Carer, 

 

_______________________ is absent from school today and we have had no contact from 

yourself with a reason for the absence.  

 

I have tried contacting you but was unsuccessful. Please let me know the reason as soon as 

possible in order for me to update the register. Failure to do so could lead to an unauthorised 

absence. The school number is 272255 or you can text on 07926843529. 

 

Yours sincerely 

 

 

Mr. N Voisey 

Deputy Headteacher 

_________________________________________________________________________ 

 

(Child’s Name)  ----------------------------------------------------------------- was absent from school on  

 

--------------------------------------------------------------------------------------------------------------------------- 

 

 because ------------------------------------------------------------------------------------------------------------- 

  

--------------------------------------------------------------------------------------------------------------------------- 

 

Signed ---------------------------------------------------------------------------------------------------------------- 
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APPENDIX 4 

 

Date: 

Dear Parent/Carer, 

 

I am writing to inform you that ____________________ has arrived late on ____ occasions 

so far this academic year, missing _______ minutes of school in total.  

 

As I am sure you appreciate, it is important that your child arrives at school on time. 

 

If your child arrives after the close of registration then this is not only disruptive to your child 

and the class teacher, but could also result in an unauthorised absence on the register. 

 

If there are any special circumstances, which have, or are likely to affect your child’s 

punctuality, it is important to contact school to let me know. 

 

Thank you for your time. 

 

Yours sincerely 

 

 

 

Mr. N Voisey 

Deputy Headteacher 
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APPENDIX 5 

 

Date: 

Dear Parent/Carer, 

 

As you may be aware register checks are carried out in our school every half term to identify 

children with attendance below 90%. As a result of a recent register check, it was noted that 

______________________ attendance was of concern (%). 

 

I am sure you appreciate your child’s regular and punctual attendance is of paramount 

importance in order for them to receive the best education possible. 

 

______________’s attendance will now be monitored until ___________ 2017. If attendance 

is still of concern, then it may be necessary to visit you to discuss these concerns. 

 

If there are any special circumstances, which have, or are likely to have an effect on your 

child’s attendance, it is important that you contact school to let us know. 

 

Yours sincerely 

  

 

Mr. N Voisey 

Deputy Headteacher 

 

 

 

 


