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Absence Reporting Text Number: 07520633445 

Email:absence@sandwellacademy.com 

Introduction 
 
Sandwell Academy has high aspirations and your child can play their part in making these a 
reality. We aim for an environment which enables and encourages all members of the 
community to aim for excellence. For our students to gain the greatest benefit from their 
education, it is vital that they attend regularly. Your child should be at school, on time, every 
day. The Academy is open unless the reason for the absence is unavoidable. 

It is very important that you make sure that your child attends regularly and this Policy sets 
out how we will achieve this together. 

Aims of the Policy 
 
We are committed to meeting our obligation with regards to school attendance through our 
whole-school culture and ethos that values good attendance, including: 

• Promoting good attendance  

• Reducing absence, including persistent and severe absence 

• Ensuring every pupil has access to the full-time education to which they are entitled 

• Acting early to address patterns of absence 

• Building strong relationships with families to ensure pupils have the support in place 
to attend school 

• We will also promote and support punctuality in attending lessons 

Statutory Responsibilities 
 

This policy meets the requirements of the working together to improve school attendance 
from the Department for Education (DfE), and refers to the DfE’s statutory guidance on 
school attendance parental responsibility measures. These documents are drawn from the 
following legislation setting out the legal powers and duties that govern school 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 (Pupil Registration) (England) Regulations 2006 (and 2010, 2011, 
2013, 2016 amendments) 

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

https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
https://www.gov.uk/government/publications/parental-responsibility-measures-for-behaviour-and-attendance
https://www.legislation.gov.uk/ukpga/1996/56/contents
https://www.legislation.gov.uk/ukpga/2002/32/contents
https://www.legislation.gov.uk/ukpga/2006/40/contents
https://www.legislation.gov.uk/uksi/2006/1751/contents/made
https://www.legislation.gov.uk/uksi/2006/1751/contents/made
https://www.legislation.gov.uk/uksi/2013/757/regulation/2/made
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This policy also refers to the DfE’s guidance on the school census, which explains the 
persistent absence threshold.  

Roles and responsibilities 

The governing board 
The governing board is responsible for: 

• Promoting the importance of school attendance across the school’s policies and 
ethos 

• Making sure school leaders fulfil expectations and statutory duties 

• Regularly reviewing and challenging attendance data 

• Monitoring attendance figures for the whole school 

• Making sure staff receive adequate training on attendance 

• Holding the headteacher to account for the implementation of this policy 

The headteacher  
The headteacher is responsible for:  

• Implementation of this policy at the school  

• Monitoring school-level absence data and reporting it to governors 

• Supporting staff with monitoring the attendance of individual pupils 

• Monitoring the impact of any implemented attendance strategies  

• Issuing fixed-penalty notices, where necessary 
 

The designated senior leader responsible for attendance 
The designated senior leader is responsible for: 

• Leading attendance across the school 

• Offering a clear vision for attendance improvement 

• Evaluating and monitoring expectations and processes 

• Having an oversight of data analysis 

• Devising specific strategies to address areas of poor attendance identified through 
data 

• Arranging calls and meetings with parents to discuss attendance issues 

• Delivering targeted intervention and support to pupils and families  
The designated senior leader responsible for attendance is Mrs Jones and can be contacted 
via 0121 525 1700 or hjones@sandwellacademy.com 
 
 
 

https://www.gov.uk/guidance/complete-the-school-census
mailto:hjones@sandwellacademy.com
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The attendance officer 
The school attendance officer is responsible for:  

• Monitoring and analysing attendance data  

• Benchmarking attendance data to identify areas of focus for improvement 

• Providing regular attendance reports to school staff and reporting concerns about 
attendance to the designated senior leader responsible for attendance and the head 
teacher  

• Working with education welfare officers to tackle persistent absence 

• Advising the head teacher/senior leader with responsibility for Attendance (when to 
issue fixed-penalty notices 

• The attendance officer is Miss Zanhib and can be contacted via 0121 525 1700 or 
hzanhib@sandwellacademy.com 

 

Class teachers/form tutors 
Class teachers/form tutors are responsible for recording attendance on a daily basis, using 
the correct codes, and submitting this information to the school office via BROMCOM  

School admin staff 
School admin/office staff will: 

• Take calls from parents about absence on a day-to-day basis and record it on the 
school system 

• Transfer calls from parents to the head of year/pastoral lead/ PT’s in order to provide 
them with more detailed support on attendance 

Parents/Carers  
Parents/Carers are expected to: 

• Make sure their child attends every day/timetabled session on time 

• Call the school to report their child’s absence before 8.15 am  on the day of the 
absence and each subsequent day of absence), and advise when they are expected 
to return 

• Provide the school with more than 1 emergency contact number for their child 

• Ensure that, where possible, appointments for their child are made outside of the 
school day 

Students 
Students are expected to: 

• Attend school every day on time/  A timetabled session on time  

mailto:hzanhib@sandwellacademy.com
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The Importance of Regular Attendance 
 

Any absence affects the pattern of a child’s schooling and regular absence will seriously 
affect their learning. Any student’s absence disrupts teaching routines so may affect the 
learning of others in the same class. 

Under the Education Act 1996, ensuring your child’s regular attendance at school is your 
legal responsibility and permitting absence from school without a good reason creates an 
offence in law and may result in prosecution. 

 

Promoting Regular Attendance 

  
Helping to create a pattern of regular attendance is everybody’s responsibility - parents, 
students and all members of school staff. 

To achieve this Sandwell Academy will: 

• Give you details on attendance in our termly mailings; 

• Report to you at the end of each module on how your child is performing in school, 
their attendance and punctuality rate and how this relates to their attainments; 

• Celebrate good attendance by displaying individual and tutor group achievements; 

• Reward good or improving attendance through class competitions, certificates and 
outings / events. 

Monitoring attendance  

The school will: 

• Monitor attendance and absence data half-termly, termly and yearly across the 
school and at an individual pupil level 

• Identify whether or not there are particular groups of children whose absences may 
be a cause for concern 
 

Pupil-level absence data will be collected each term and published at national and local 
authority level through the DfE's school absence national statistics releases. The underlying 
school-level absence data is published alongside the national statistics. The school will 
compare attendance data to the national average, and share this with the governing board. 
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Understanding Types of Absence  
 

Every half-day absence from school has to be classified by the Academy (not by parents), 
as either AUTHORISED or UNAUTHORISED. This is why information about the cause of 
any absence is always required, preferably in writing.  

Authorised absences are mornings or afternoons away from school for a good reason such 
as illness, medical / dental appointments which unavoidably fall in school time, 
emergencies or other unavoidable cause.  

Unauthorised absences are those which the Academy does not consider reasonable and for 
which no ‘leave’ has been granted. This type of absence can lead to the Academy using 
sanctions and / or legal proceedings. This includes:  

• Parents / carers keeping children off school unnecessarily  
• Truancy before or during the school day  
• Absences which have never been properly explained  
• Children who arrive at school too late to get a mark 
• Shopping, looking after other children or birthdays 
• Day trips and holidays in term time which have not been agreed.   

 

Whilst any child may be absent because they are ill, sometimes they can be reluctant to 
attend school. Any problems with regular attendance are best sorted out between the 
Academy, the parents and the child.  If your child is reluctant to attend, it is never better to 
cover up their absence or to give in to pressure to excuse them from attending.  This gives 
the impression that attendance does not matter and usually makes things worse.  

Persistent Absenteeism (PA) 
 

A student becomes a ‘persistent absentee’ when they miss 10% or more schooling across 
the academic year for any reason. Absence at this level is doing considerable damage to any 
child’s educational prospects and we require parents’ fullest support and co-operation in 
order to tackle this. 

We monitor all absence thoroughly. Any case that is seen to have reached the PA mark or 
is at risk of moving towards that mark is given priority and you will be informed of this 
immediately. 

PA students are tracked and monitored carefully and we also combine this with academic 
mentoring where absence affects attainment.  

Any PA students and their parents will be subject to an Attendance Agreement. The 
Agreement may include: allocation of additional support through a Mentor or a Connexions 
worker, use of team-building time, individual incentive programmes and participation in group 
activities based around raising attendance. All PA cases are also automatically made known 
to the Head Teacher. 



8 
 

Absence Procedures 
 

If your child is absent you must: 

• Contact the Academy via text message, telephone or email before 8:15 am on each 
day of absence;  

• Send a note in on the first day they return with an explanation of the absence – you 
must do this even if you have already telephoned us. 

 

If your child is unexplainably absent, we will: 

• Send you a text message via our electronic monitoring system on the morning of the 
first day of absence if we have not heard from you; 

• Follow this with a telephone call where necessary; 
• If the school can not reach any of the students emergency contacts, the school may 

conduct a home visit, contact siblings schools or contact the police 
• Attempt to make contact after more than two days of absence to check on progress 

– this will usually be done by your child’s Personal Tutor; 
• Invite you in to the Academy discuss the situation with our Attendance Officer and / 

or Personal Tutors and Deputy Head Teachers if absences persist. 
• If absences continue, the school will consider involving an education welfare officer  

Contact Details 
 

There are times when we need to contact parents about various issues, including absence, 
so we need to have the correct contact details for you at all times. Please help us to help you 
and your child by making sure we always have up to date contact details, including mobile 
telephone numbers and email addresses. There will be regular checks on contact details 
throughout the year. We require as a minimum details of two contacts per student 

 

Sanctions 
 

Parents are expected to contact school at an early stage and to work with the staff in resolving 
any problems together. This is nearly always successful. If difficulties cannot be sorted out 
in this way, the Attendance Officer may refer the child to the Senior Leader with responsibility 
for Attendance and to the Head Teacher where necessary. We will try to resolve the situation 
by agreement but if other ways of trying to improve the child’s attendance have failed and 
unauthorised absences persist, the Head can use sanctions such as Penalty Notices or 
prosecutions in the Magistrates Court. Full details of the options open to enforce attendance 
at school are available from the Academy or the Local Education Authority. 
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Alternatively, parents or children may wish to contact Sandwell’s Attendance & Prosecution 
Service to ask for help or information. The Attendance & Prosecution Service is independent 
of the school and will give impartial advice.  

Truancy 
 

On the rare occasions where a student is absent from Sandwell Academy without the 
knowledge of his / her parent / carer, the following procedure will be followed:  

• The student’s absence on this occasion will not be authorised 
• The student and parent / carer will be asked to attend a meeting at the Academy on 

the morning of the next day of school, or at the earliest possible opportunity, in order 
to discuss the reasoning behind the student’s decision to absent him / herself from the 
Academy 

• Relevant support will be implemented where necessary 
• The student’s attendance will be closely monitored for the remainder of the academic 

year 
• Future absence without a valid reason will not be authorised  
• Persistent unauthorised absence can be used to instigate court proceedings under 

Section 444 of The Education Act 1996  

Parents and carers are welcome to raise any concerns they may have regarding their child’s 
persistent reluctance to attend school with the student’s Personal Tutor or the Attendance 
Officer.  

Lateness 
 

Poor punctuality is unacceptable. If your child misses the start of the day, they can miss work 
and time with their class teacher receiving vital information for the lesson ahead. Late arriving 
students also disrupt lessons, which can be embarrassing for the child, inconvenient for the 
teacher and distracting for other students. This can also encourage absence. 

How we manage lateness: 

The school day starts at 8:15am and teaching begins at 8.30am: We expect your child to be 
in class at 8:20am by the latest.  

Registers are marked by 8:20am and your child will receive a late mark if they are not in 
lesson by that time. 

At 9:00am, the registers will be closed. In accordance with The Education (Pupil Registration) 
Regulations 2006, if your child arrives after that time and cannot give a valid reason, they will 
receive a mark that shows them to be on site, but this will not count as a present mark and 
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it will mean they have an unauthorised absence on their attendance record. This may mean 
that you could face the possibility of a Penalty Notice if the problem persists. 

Leave of Absence during Term Time 
 

Taking holidays in term time will affect your child’s schooling as much as any other absence 
and we expect parents to help us by refraining from taking holidays during term time. 

Remember that any savings you think you may make by taking a holiday in school time are 
offset by the cost to your child’s education.  

There is no automatic entitlement in law to time off in school time to go on holiday. 

Due to amendments to the Education (Pupil Registration) (England) Regulations 2006, as of 
1 September 2013, Head Teachers may not grant any leave of absence during term time 
unless there are exceptional circumstances.   

Exceptional circumstances do not include family holidays, visiting relatives or friends, 
spectating at sporting or other events, looking after unwell family members, babysitting 
younger family members, birthdays or shopping. 

If you choose to take your child out of school during term time without leave of absence being 
granted then it will be recorded as an unauthorised absence on the school register. 

If you consider that a request for leave of absence during term time is for ‘exceptional 
circumstances’ then you will be required to make the request through the Leave of Absence 
Form which is accessible via the Academy website or requested from the Attendance 
Officer. All forms will need to be returned to the Senior Leader with Responsibility for 
Attendance via Reception.  
The school or local authority can fine parents for the unauthorised absence of their child 
from school, where the child is of compulsory school age. 

If issued with a fine, or penalty notice, each parent must pay £60 within 21 days or £120 
within 28 days. The payment must be made directly to the local authority. 

Penalty notices can be issued by a head teacher, local authority officer or the police. 

It is important that you understand the circumstances when leave in term time will not be 
agreed by us:  

• When a student is just starting the school. This is very important as your child needs 
to settle into their new environment as quickly as possible. 

• Immediately before and during assessment periods, GCSE, A-Level or any other 
public examinations. 

• When a student’s attendance record already includes any level of unauthorised 
absence. 

• Where a student’s attendance rate is already below 90% or will fall to or below that 
level as a result of taking holiday leave. 

 
 Valid reasons for authorised absence include: 
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• Illness and medical/dental appointments  

• Religious observance – where the day is exclusively set apart for religious 
observance by the religious body to which the pupil’s parents belong.  If necessary, 
the school will seek advice from the parents’ religious body to confirm whether the 
day is set apart 

• Traveller pupils 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 school, but it is not known whether the pupil is 
attending educational provision 

• Study leave 

• Flexi – schooling requests agreed by the school 

Academy Targets, Projects and Special Initiatives 
 

The Academy has set targets to improve attendance and your child has an important part to 
play in meeting these targets. 

The minimum target of attendance for this school is 96% attendance and we will keep you 
updated regularly about progress to this level and how your child’s attendance compares. 

We know that good attendance is the key to successful schooling and we believe our 
students can be amongst the best in the region. 

Throughout the school year we monitor absence and punctuality to show us where 
improvements need to be made. 

Information on any projects or initiatives that will focus on these areas will be provided in our 
termly mailings and we ask for your full support. 

 

Staff Members Responsible for Attendance Matters 
at Sandwell Academy are: 
Miss H Zanib, Attendance Officer  

Mrs H Jones, Senior Leader with responsibility for Attendance 

Mr Pugh, Year 7 

Mrs Sharif, Year 8 

Mr Smith, Year 9 

Mr Denker, Year 10 
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Mrs Povey, Year 11 

Mrs S Gill, Sixth Form 

 

GDPR and DPA Complaints 
All Staff must be aware of the complaints process. All complaints should be directed to the 
Data Protection Compliance Manager / Data Protection Officer. If any member of staff is 
aware that a person wishes to complain they should direct the person to the school website 
and complaints policy and form. 
Data Protection Compliance Manager / Data Protection Officer is responsible for dealing 
with all complaints in line with this procedure. 
 
The school complaints policy sets out the complaints process. This will be the basis for 
dealing with Data Protection Complaints and appeals. A written outcome will be provided. 
 
If the school does not comply with a Subject Access Request within one month (subject to 
any extension), or refuses all or part of the request, written reasons will be provided, setting 
out the principles for the refusal. The data subject(s) will be notified of the right to complain 
directly to the Information Commissioner, whose details will be in the response. 
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Appendix 1: attendance codes  
The following codes are taken from the DfE’s guidance on school attendance. 

Code Definition Scenario 

/ Present (am) Pupil is present at morning 
registration 

\ Present (pm) Pupil is present at afternoon 
registration 

L Late arrival Pupil arrives late before register has 
closed 

B Off-site educational activity 
Pupil is at a supervised off-site 
educational activity approved by the 
school 

D Dual registered 
Pupil is attending a session at 
another setting where they are also 
registered 

J Interview 
Pupil has an interview with a 
prospective employer/educational 
establishment 

P Sporting activity 
Pupil is participating in a supervised 
sporting activity approved by the 
school 

V Educational trip or visit 
Pupil is on an educational visit/trip 
organised, or approved, by the 
school 

W Work experience Pupil is on a work experience 
placement 
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Code Definition Scenario 

Authorised absence 

C Authorised leave of absence 
Pupil has been granted a leave of 
absence due to exceptional 
circumstances 

E Excluded Pupil has been excluded but no 
alternative provision has been made 

H Authorised holiday Pupil has been allowed to go on holiday 
due to exceptional circumstances 

I Illness School has been notified that a pupil will 
be absent due to illness 

M Medical/dental appointment Pupil is at a medical or dental 
appointment 

R Religious observance Pupil is taking part in a day of religious 
observance 

S Study leave Year 11 pupil is on study leave during 
their  public examinations 

T Gypsy, Roma and traveller 
absence 

Pupil from a traveller community is 
travelling, as agreed with the school 

Unauthorised absence 

G Unauthorised holiday Pupil is on a holiday that was not 
approved by the school 
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N Reason not provided 

Pupil is absent for an unknown reason 
(this code should be amended when the 
reason emerges, or replaced with code O 
if no reason for absence has been 
provided after a reasonable amount of 
time) 

O Unauthorised absence School is not satisfied with reason for 
pupil's absence 

U Arrival after registration Pupil arrived at school after the register 
closed 

 

 

Code Definition Scenario 

X Not required to be in school Pupil of non-compulsory school age 
is not required to attend 

Y Unable to attend due to 
exceptional circumstances 

School site is closed, there is 
disruption to travel as a result of a 
local/national emergency, or pupil is 
in custody 

Z Pupil not on admission register Register set up but pupil has not yet 
joined the school 

# Planned school closure Whole or partial school closure due 
to half-term/bank holiday/INSET day 
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