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1. Aims 

This document sets out how Haven High Academy manages pupil attendance, in line with 
the Voyage Education Partnership Trust Attendance Policy. 

We recognise that regular attendance is essential to your child’s progress and wellbeing. If 
you need any help or advice about attendance, please contact Mrs Abigail Parker. 

2. Attendance Expectations 

We expect all pupils to attend school 100% of the academic year. 

You can support your child’s attendance by: 

 Making sure they arrive on time every day (by 08.40am). 
 Avoiding term-time holidays. 
 Sending your child in if they are only mildly unwell, staff will monitor them. 
 Booking medical appointments outside of school hours where possible. 
 Providing proof of appointments if they fall during school hours. 
 Contacting the school early if your child is anxious or reluctant to attend. 

3. Understanding Absence 

Definition 

A child is marked absent if: 

 They are not in school for any reason. 
 They arrive after the register has closed. 

Authorised Absence 

Absence may be authorised for: 

 Illness (with explanation), 
 Unavoidable medical appointments, 
 Recognised religious events, 
 Exceptional family circumstances (approved in advance). 

Unauthorised Absence 

Absence will be unauthorised when: 

 No explanation is given, 
 The reason is not accepted, 
 The child is late after registers close, 
 The absence is for avoidable reasons (e.g. holidays, shopping, birthdays). 



Persistent unauthorised absence may result in referral to the Local Authority. 

4. Absence Levels – Why They Matter 

 Persistent Absence (PA): Attendance below 90% (~19 days missed). 
 At Risk of PA: Attendance between 90.1%–93%. 
 Severe Absence (SA): Attendance below 50% (~90+ days missed). 

Any of the above levels will lead to support from school, and if needed, the Local Authority. 

5. Promoting Good Attendance 

Weekly Rewards: 

Every student with 100% attendance for the previous week will receive a reward from their 
form tutor and a positive point on ClassCharts. Plus all those with 100% attendance in each 
form group will be put into a draw to win three canteen prizes each week. 

The form group with the highest attendance for the previous week in each year group get the 
attendance trophy for the week. 

Any form group where all students have 100% attendance receive a whole-form prize and 
have the special blue attendance poster outside of their form room for the week. 

Fortnightly Rewards 

Every student who has had 100% attendance and punctuality for the previous two weeks is 
put into a draw to win our Attendance Big Prize.  

Termly Rewards 

Every student who has had 100% attendance for a full half term will receive a voucher for a 
treat at the end of the half term. 

Yearly Rewards 

Every student who has had 100% attendance for the full school year will receive recognition 
in the rewards event. 

Rewards Trips 

Only students with good attendance who are not persistently absent may be invited on 
rewards trips. Reasonable adjustments will be considered. 

Persistent Absence Form Groups 

To help students who are persistently absent to catch up and rebuild their attendance, they 
may be allocated a place in a specialist PA Form Group. During Form Time each day, 
student’s in the PA Form will receive support to catch up on any missed work; being part of a 
focused group with extra guidance to not fall behind because of their absence levels. The 
aim is to build positive routines around attendance and punctuality and get encouragement 



and recognition for their improvements. This is a temporary, supportive measure until 
attendance improves. 

Recognising Improvements 

Persistently absent students may be incentivised to improve their attendance and receive 
rewards and incentives from their Education Welfare Officer for improving and meeting 
achievable targets. 

Pastoral Support 

Students at Haven High benefit from a large group of pastoral support, staff who help 
students and their families with when struggling with aspects of wellbeing, safety, behaviour 
and attendance. Each year group has it’s own Year Hub, a safe space where children can 
access support from both teaching and non-teaching members of staff with specialised skills 
to support students. 

6. Attendance Register 

Register Times 

Morning registration takes place at the start of Period 1, which is 8.45am for all students 

Afternoon registration takes place at the start of Period 4 for all students. 

Because of the split timetable, this means that afternoon registration is: 

 12.30pm for Years 9 and 11 
 13.15pm for Years 7, 8 and 10 

Initial Markings 

 / = Present AM 
 \ = Present PM 
 N = Absent (no reason yet) 

The admin team will follow up with appropriate absence codes. (See full code list in your 
school's staff handbook or Trust policy.) 

If no reason is provided, we will: 

 Call all available contacts, 
 Send a text or email, 
 Possibly conduct a home visit. 

Register 
Code  

Description  

/ Present AM   
\ Present PM   
L Late (before registers closed) marked as present   



K Attending education provision arranged by the local authority  

C Pupil is absent due to other authorised circumstances  

C1 
Leave of absence for the purpose of participating in a regulated performance or 
undertaking regulated employment abroad. e.g. film shoot  

C2 
Leave of absence for a compulsory school age pupil subject to a part-time 
timetable  

E Authorised absence as pupil is excluded, with no alternative provision made  

I Illness (NOT appointments)  

M Authorised absence due to medical/dental appointments  

R Authorised absence due to religious observance  

S Authorised absence due to study leave  

T 
Authorised absence due to traveller absence - Parent travelling for occupational 
purposes    

J1 
Leave of absence for the purpose of attending an interview for employment or for 
admission to another educational institution  

B 
Approved education activity as pupil being educated off site (NOT dual 
registration, not remote learning, must be supervised learning))  

P Approved educational activity as pupil is attending an approved sporting activity   

V 
Approved education activity as pupil is away on an educational visit or trip 
(supervised by a member of school staff)  

W Approved educational activity as pupil is attending work experience  
K Attending education provision arranged by the local authority  

G 
Unauthorised absence as pupil is on a family holiday, NOT agreed, or is taking 
days in excess of an agreed family holiday  

N 
Unauthorised absence as pupil missed sessions for a reason that has not yet 
been provided  

O 
Unauthorised absence as pupil missed sessions for an unauthorised absence not 
covered by any other code/description  

U Unauthorised absence as pupil arrived after registers closed  
D Dual registered (at another establishment - NOT counted in attendance)  

X Not required to be in school - for non-compulsory school age children   

Z Pupil not yet on roll - not counted in attendances   

# Planned whole or partial school closure - NOT counted in attendances   

Q Unable to attend the school because of a lack of access arrangements  

Y1 Unable to attend due to transport normally provided not being available  

Y2 Unable to attend due to widespread disruption to travel  

Y3 Unable to attend due to part of the school premises being closed  

Y4 Unable to attend due to the whole school site being unexpectedly closed  

Y5 Unable to attend as pupil is in criminal justice detention  

Y6 Unable to attend in accordance with public health guidance or law  

Y7 Unable to attend because of any other unavoidable cause  
 
Where there is no known reason, administrators will take reasonable steps to ascertain the 
whereabouts of pupils. This will include phoning all available contacts, sending a 
text/communicating through the academy Parent Portal (MyEd) and/or sending an email. 
 
Once these steps have been followed and if no contact can be made, the child will continue 
to be recorded as ‘N’.  In addition, the academy may decide, at their discretion, to make an 



unannounced home visit to the learner’s listed address. If there is no answer, a calling card 
will be left asking parents/carers to contact the academy as soon as possible.  
 
Where no reason is provided for an absence, the academy may send a letter to the home 
address to request a reason for the absence and further work may be required. See the 
Trust Attendance Policy for more information on home visits. 
 

7. Types of Absences 

a. Medical Appointments 

 Should be outside school hours where possible. 
 Provide evidence (e.g. appointment card). 
 Pupils should attend before/after the appointment. 

b. Religious Observance 

 Inform the school in advance. 
 Requests considered on a case-by-case basis. 

c. Gypsy, Roma, and Traveller Pupils 

Absence can be authorised if: 

 The family is travelling for work, 
 The child has attended at least 200 sessions in the past year. 
 The child has no fixed abode 

d. Exclusions 

 Count as authorised absences. 

e. Term-Time Leave/Holidays 

 Only approved in exceptional circumstances. 
 Must be requested at least 20 school days in advance by completing a Leave of 

Absence form. 
 Unauthorised leave may lead to a Penalty Notice or prosecution. 

Each case is considered individually. The Headteacher’s decision is final. 

Unauthorised leave may result in a penalty notice or prosecution. If leave is approved, a 
return date will be set. Failure to return without contact may trigger Children Missing 
Education procedures. 

 

8. Responding to Poor Attendance  



a. Learners who arrive late 

Punctuality is of the utmost importance and lateness will not be tolerated.  The academy 
gates are open at The Blue Line at 8.15am and we expect all learners to be in class at the 
start of the school day at 8.45am registers are marked at this time. If a learner arrives at the 
academy after 8.45am and before 9.15am they will be recorded as late (L). If learners arrive 
after 8.40am The Blue Line will be closed and learners are required to enter school via the 
Front Office. 

Attendance after the registers close at 9.15am will receive an unauthorised late mark (U) to 
show that they are on site, but this will count as an absent mark.  Learners who are absent 
before they come into the academy due to medical appointment, must provide evidence of 
the appointment either before the appointment or as soon as they return after the 
appointment. 
 
A letter will be sent informing parents/carers of learners who are regularly late that this is not 
acceptable and in extreme cases, where no improvement has been made, this may mean 
that parents/carers could be invited to attend a meeting with the Education Welfare Officer.   

b. Communication with Parents 

We may contact you at any time, either in person at the start or end of the school day, or by 
telephone, to discuss concerns regarding your child’s lateness or absence. At the end of 
each term, standard letters are issued to all parents/carers whose child’s attendance has 
fallen below expected levels.  

c. School Attendance Support Meetings 

When the academy has concerns about the attendance level of a learner, they will invite the 
parent(s)/carers in to discuss the issues surrounding the poor attendance. This is known as 
a school attendance support meeting. 

The meeting will be held by the academy which may involve the academy Attendance 
Officer and Attendance Champion and/or the Trust Educational Welfare Officer may be in 
attendance, depending on the level of support needed.   

During this meeting an action plan will be created and this will be shared with parents/carers.  
A target for the learner's attendance and a review date will be set. Additional support through 
the Early Help process will also be discussed at the meeting where appropriate. 

d. Home visits 

Sometimes, we may carry out a home visit to help improve your child’s attendance. These 
visits are friendly and supportive—not a punishment. 

We may visit to: 

 Talk through any challenges (like illness or worries) affecting your child’s attendance. 
 Check your child is safe if we haven’t heard from you after an absence. 
 Rebuild contact if it’s been hard to stay in touch. 
 Offer support or signpost you to help if needed. 
 Support a return to school after a long absence. 



Our aim is always to work with you in a respectful and helpful way so your child can get the 
most out of school. 

e. Emotionally Based School Avoidance (EBSA) 

Some learners can develop severe anxiety about coming to school and will avoid coming.  
Their attendance can start to decline significantly and suddenly. In order to support learners 
with these needs, the academy is able to access support from a variety of professionals who 
are experts in this fields. 

If parents/ carers are concerned that their child may be experiencing this, they should 
contact the academy at their earliest possible opportunity. The earlier a child is supported 
the better the outcomes are for them. 

f. Local Authority Involvement 

Pupil Not Attending Regularly (PNAR) - Where a learner has missed 10 consecutive days 
of learning, the academy will inform the Local Authority.   

Sickness Notification - If a child accumulates 30 sessions (15 days) of absence due to 
illness (I code), the academy will inform the Local Authority. The absences can either be 
continuous or cumulative.  

 

Legal Action 

Where there is little or no improvement in a learner’s attendance despite supportive 
measures being offered, the academy will consider referring the matter to the local authority 
who have the power to issues further sanctions such as Penalty Notices and prosecutions in 
the court arena.   

Non school attendance includes any day when a child should be in attendance at school, 
and they are absent without the authorisation of the school, this includes: 

1. When a child is persistently absent, where attendance is 90% or below. This also includes 
lateness after the close of register where the U code is being used. 

2. Where a child is present in a public place during school hours without reasonable 
justification during the first five days of an exclusion. 

3. Unauthorised holiday during term time. 

Local councils and academies/schools can use various legal powers if your child is missing 
school without a good reason. They can give you: 

 a Parenting Order 

 an Education Supervision Order 

 a School Attendance Order 

 a fine (sometimes known as a ‘penalty notice’). You could get a fine of up to £2,500, 
a community order or a jail sentence up to 3 months. The court could also give you a 
Parenting Order. See below for more information: 

Penalty Notice  Details  



First Notice in a 3 
year period:  

Issued to each parent. Charged at £80 if paid within 21 days. £160 if 
paid within 28 days.  

Second Notice in a 3 
year period:  

Issued to each parent. Charged at a flat rate of £160 if paid within 28 
days. 

Third Notice in a 3 
year period:  

Alternative action should be taken, for example prosecution or other 
attendance legal interventions.   

Fines per parent are capped at two within any three-year period.   

If a parent is prosecuted for their child’s non-attendance, they could 
face a fine of up to £2,500.  

 

Leavers 

Pupils may leave the academy for various reasons, including: 

 Relocation making travel to the academy impractical 

 Moving abroad 

 Parental choice to change schools 

 A change required to meet the pupil’s educational needs 

 Reassignment of service personnel 

 Parental choice to education from home 

To process a withdrawal, parents/carers must complete a leavers form. This provides the 
information needed to remove a pupil from the admissions register. 

If full details or confirmation from the new school are not provided, the academy is required 
to report the pupil as a Child Missing in Education (CME). Please refer to the Trust’s CME 
Policy for more information. 

Elective Home Education (EHE) 

It is a parent’s right to home educate their child if that is what they wish. The local authority 
must make arrangements to find out so far as possible whether home educated children are 
receiving suitable full-time education. 

If parents/ carers are considering home educating their child/children they must first discuss 
this with the academy.   

A meeting will be held to discuss the parents/ carers options. 

Confirmation will then need to be given in writing by parents/ carers of the intention to home 
educate. 

The Local Authority will then make arrangements to visit parents to check on the quality of 
the education. 

Further information can be found on the Lincolnshire County Council Website 


