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The Littlehampton Academy
Attendance & Punctuality Policy

Inspire Growth; Reap Success

1. Introduction

The academy’s attendance target for every student is 97% or above. This is the equivalent
of missing fewer than 5 school days per year. We want every child to have excellent

attendance and to not miss out on their education through absence.

1.1. Creating a positive learning culture and removing barriers such as poor attendance and
punctuality is of paramount importance. By working with students, parents/carers, and external
agencies, we will enable all our students to realise their full potential by having excellent
attendance.

1.2 In order for our students to become resilient, confident adults who are willing and able to make
a positive contribution to their community, we need parents/carers to work with the academy to
ensure that their son/daughter regularly attends school.

2. Why Regular Attendance is so Important

2.1 Any absence affects the pattern of a student’s schooling and regular absence will seriously
affect learning and future success as they are missing out on the significant benefits of education.
Moreover, any student’s absence disrupts the learning of others in the same teaching groups by
disrupting classroom routines. Whilst at school, regular attendance and punctuality also impacts
positively on friendships and sense of ‘belonging’, both key factors in emotional wellbeing.  Poor
punctuality and attendance can seriously affect attainment, progress, enjoyment of school and
ultimately life chances. Children who do not attend school regularly run a greater risk of being
involved with anti-social behaviour, alcohol / drug dependency, becoming teenage parents, being
exploited by other people and having no employment.

Attendance is so important as nationally only 20% of students with attendance below 80%
achieve 5 GCSE grades at 5-9”.

3. Promoting Regular Attendance

3.1 Helping to create a pattern of regular attendance is everyone’s responsibility - parents/carers,
students and all members of academy staff. We do not want young people to miss out on their
education.

3.2 To help us all focus on this we;

a. Use SoL attendance systems to track, monitor and intervene to support good attendance
b. Keep regular and accurate attendance records which can be viewed by parents/carers

using Go4Schools.
c. Celebrate good attendance and punctuality by rewarding students.This may be through

individual and tutor group prizes, regular year group assemblies, whole academy
assemblies and our annual awards evening.

d. Reward improving attendance and punctuality
e. Run individual student and promotional events by year group to raise attendance and



punctuality across the academy.
f. Run whole academy initiatives to help reduce student absence and improve punctuality.

4. Supporting Good Attendance

4.1 Parents/carers, the academy, the governing body and the local authority all play a significant
role in supporting good attendance to school.

4.2 Parents are expected to:
- Ensure their child attends every day the school is open except when a statutory reason

applies
- Notify the school as soon as possible when their child has to be unexpectedly absent (e.g.

sickness).
- Only request leave of absence in exceptional circumstances and do so in advance.
- Book any medical appointments around the school day where possible.

4.3 Schools are expected to:
- Have a clear school attendance policy on the school website which all staff, pupils and

parents understand.
- Develop and maintain a whole school culture that promotes the benefits of good

attendance.
- Accurately complete admission and attendance registers.
- Have robust daily processes to follow up absence.
- Have a dedicated senior leader with overall responsibility for championing and improving

attendance

4.4 Academy trustees are expected to:
- Take an active role in attendance improvement, support their school(s) to prioritise

attendance, and work together with leaders to set whole school cultures.
- Ensure school leaders fulfil expectations and statutory duties.
- Ensure school staff receive training on attendance

4.5 Local Authorities are expected to:
- Have a strategic approach to improving attendance for the whole area and make it a key

focus of all frontline council services.
- Have a School Attendance Support Team that works with all schools in their area to remove

area-wide barriers to attendance.
- Provide each school with a named point of contact in the School Attendance Support Team

who can support with queries and advice.
- Offer opportunities for all schools in the area to share effective practice.

4.6 Further guidance on roles and responsibilities to support students who are at risk of persistent
absence or are persistently absent can be found by clicking this link.
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/
1073619/Summary_table_of_responsibilities_for_school_attendance.pdf

5. Understanding Types of Absence

5.1 Every half-day absence has to be classified by the academy (not by parents/carers), as either
AUTHORISED or UNAUTHORISED. This is why parents/carers must inform the academy by
phone; on a daily basis, if their child is going to be absent from any lesson in order for the reason
to be recorded in the register.

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1073619/Summary_table_of_responsibilities_for_school_attendance.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1073619/Summary_table_of_responsibilities_for_school_attendance.pdf


5.2 Authorised absences are mornings or afternoons away from the academy for a valid reason
such as illness, medical/dental appointments which unavoidably fall in school time, emergencies or
other reasons the academy deems to be unavoidable. Students will not be allowed to leave the
academy without prior consent or a written note from a parent/carer. Students must sign out at
Student Services when they leave.

5.3 Educational Activities - the academy may approve absence for activities that add significant
educational value to the child. Each absence will be dealt with on a case by case basis.
Parents/carers should submit an absence request form at least 6 weeks prior to the activity
commencing and accompany this with a letter from the activity/tour operator outlining the full travel
itinerary.
PLEASE NOTE that whilst absence for the activity may be authorised, the academy will not
authorise excessive days around the activity to enjoy social/leisure activities.

5.4 Regular missed school days due to illness may be challenged by letter and you may be asked
to provide medical evidence for future absences. Lack of medical evidence for these days off will
lead to the academy not authorising the absence leading to the issue of a Fixed Penalty Notice.
PLEASE NOTE - the academy has the right to accept or decline medical evidence as it sees
fit.

5.5 High levels of unauthorised absence can lead to the involvement of the academies Family
Liaison Officer (FLO).

5.6 Unauthorised Absences are those which the academy does not consider reasonable and for
which no “leave” has been given. This type of absence can lead to using sanctions and/or legal
proceedings. Unauthorised absences include:

a. parents/carers keeping their child off school unnecessarily
b. excessively long periods of absence before or after dental/medical appointments
c. truancy before or during the academy day
d. absences which have never been properly explained
e. students who arrive at school after the register has closed
f. shopping, looking after siblings or birthdays
g. day trips and holidays in term time which have not been agreed

5.7 Whilst any student may be off school because they are ill, sometimes they can be reluctant to
attend. Any problems are best resolved between the academy, the parents and the student. If your
son/daughter 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.

6. Persistent Absenteeism (PA) and Severe Absenteeism (SA)

6.1 A student becomes a ‘persistent absentee’ (PA) when they miss 10% (19 days) or more
schooling across the school year for whatever reason. Absence at this level is doing considerable
damage to any students’ educational prospects and we need parents/carers full support and
cooperation to tackle this.

6.2 We monitor all absences 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 by their Tutors, Year Leaders, Pastoral Support
Officers, Family Liaison Officer and Senior Leaders .

6.3 Selected PA students and their parents/carers are subject to an Attendance Action Plan and
the plan may include: additional support from their Tutor / Year Leader / Pastoral Support Officer /



Compass Centre / Senior Leaders. All PA cases are also automatically made known to our Family
Liaison Officer (FLO) who may also intervene to support.

6.4 A student becomes a ‘Severe absentee’ (SA) when they miss 50% (95 days) or more schooling
across the school year for whatever reason. Severe Absence at this level is doing irreparable
damage to any students’ educational prospects and we need parents/carers full support and
cooperation to tackle this. Parents/carers will be referred to the WSCC Pupil Entitlement
Investigation team for non attendance and may face a Fixed Penalty Notice or prosecution.

7. Absence Procedures

7.1 If your son/daughter is absent it is the responsibility of the parent/carer to Call 01903 711120
(option 2) before 08.30am on each day of the absence. If the phone is not answered please
leave a message clearly stating your child's name, tutor group and the reason for their absence.

7.2 If your son/daughter is absent we will:
a. attempt to telephone or text you on the first day of absence if we have not heard from you.
b. If absence persists we will make contact to discuss the support strategies available to

improve your child's attendance.
c. Ten unauthorised sessions (5 school days) absence in a 10 week period is very likely to

lead to a Fixed Penalty Notice.

8. Telephone Numbers

8.1 There are times when we need to contact parents/carers about lots of things, including
absence, so we need to have your correct contact details at all times. Please help us to help your
son/daughter by making sure you inform us immediately if your details change.

9. Family Liaison Officer (FLO)

9.1 Early intervention is nearly always successful in improving attendance. If difficulties cannot be
resolved the academy will refer the student to the FLO. The FLO will also try to resolve the
situation by agreement but, if other ways of trying to improve the student’s attendance have failed
and unauthorised absence persists, the FLO can use sanctions such as Fixed Penalty Notices or
prosecutions in the Magistrate Court. Full details of the options open to enforce attendance are
available from the academy or Local Authority. Alternatively, parents or students may wish to
contact the FLO themselves to ask for help or information; who will give impartial advice. Please
telephone the academy.

10. Punctuality

10.1 Poor punctuality is not acceptable. If your son/daughter arrives late to school they will be
late for their tutor period. Tutor period plays a significant role in your child's personal development
as we deliver an excellent programme based around our core values of Respect, Explore, Aspire
and Persevere. ‘Belonging’ in a tutor group will help your child feel safe and valued; thus helping
them enjoy learning and make excellent progress in their learning. Late arriving students also
significantly disrupt learning, which can be embarrassing for the student arriving late and can
contribute to further absence/lateness in the future.

10.2 The academy day starts at 08.30. We expect students to be on site by 08.25. Hill Road and
West gate will close at 08.25 and students will have to make their way to the Fitzalan Road
entrance. The academy is open to students from 07.30am.

10.3 Students are considered to be late to school if they are not in their Tutor period or lesson by
08.30. They should go straight to their lesson where the class teacher will mark them in with an ‘L’



code and record the number of minutes late. They will receive an automatic 20 minute detention at
lunch time. You will be notified of this via text.

10.4 The morning register will close at 09.00 every day.
If your child arrives after that time without a valid reason, they will be marked with a U code:
Arrived in school after register closed. This constitutes an unauthorised absence. This could be
combined with any other authorised absences and may lead to a Fixed Penalty Notice or
prosecution.

10.5 If your child has a record of being persistently late, you will be informed in writing and may be
contacted by their form tutor/ and or Year Leader/ Senior Leader to try and resolve the problem.
Please feel free to approach us at any time if you are having problems getting your child to school
on time.

11. Holidays / Leave of Absence in term Time

11.1 Taking holidays in term time will affect your son/daughter’s schooling as much as any other
absence and we expect parents/carers to help us by not taking them away in school time.
Remember that any savings you think you may make by taking a holiday in term time are offset by
the cost to your son/daughter’s education and you may receive a Fixed Penalty Notice of £120
(£60 early payment) per parent/carer per child. There is no automatic entitlement in law to take
time off in school time to go on holiday and at TLA holidays in term time will only be authorised in
exceptional circumstances deemed appropriate by the Senior leader in charge of attendance.
Any holiday taken, which has been applied for and declined, and which involves 10 or more
sessions (5 school days of absence) will result in a Fixed Penalty Notice (FPN) being
issued.

11.2 If there are very exceptional circumstances the academy may authorise leave of absence - in
these circumstances parents should apply to the Principal using Notification of Leave of Absence
Form which can be collected by parents from Reception or by your child from Student Services.

11.3 All applications for holidays in these exceptional circumstances must be made in advance
and a maximum of 10 days in any academic year may be authorised. In making a decision the
academy will consider the circumstances of each application individually, including any previous
pattern of absence in term time. It is important that you understand the circumstances when leave
in term time will not be agreed by us:

a. In the month of September
b. When a student is just starting the academy. This is very important as your son/daughter

needs to settle into their new environment as quickly as possible
c. Immediately before or during assessment periods - GCSE or any other public examinations
d. When a student’s attendance record already includes any level of unauthorised absence
e. Where a student's attendance rate is already below 95% or will fall to or below that level as

a result of taking holiday leave.

12. Academy Targets

12.1 The academy's attendance target for every student is 97% or better. This is the
equivalent of missing fewer than 5 school days per year. Parents/carers can see updated
attendance and punctuality information in the G04Schools App or online at www.go4schools.com.

12.2 We aspire to achieve better than the national average attendnace for secondary schools
which stood at …… last academic year. By working in partnership with families, we will achieve
this.

12.3 Throughout the academic year we monitor absences 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 communication to parents/carers and we ask for your full support.

13. People with Responsibility for Attendance at TLA

13.1 Attendance administrator - Mrs S Jackson-Boorer

13.2 Your child’s Form Tutor

13.3 Your child’s Pastoral Support Officer

13.4 Your child’s Year Leader

13.5 Family Liaison Officer - Mrs S Yeoman

13.6 Senior Leader - Attendance Lead - Mr R Hanks

13.7 Vice Principal - Mr P Kelly

13.8 The Academy Council

Please contact any of the above members of staff on 01903 711120

14. Summary

14.1 The academy has a legal duty to communicate its absence figures to parents/carers. Equally,
parents/carers have a duty to make sure that their children attend and arrive on time. All academy
staff are fully committed to working with parents/carer and students in order to ensure as high a
level of attendance as possible.

15. Monitoring and evaluation

15.1 This will be carried out by the Principal, and appropriate members of the Senior Leadership
Team. Changes will be recommended to the Academy Council through the Standards and
Safeguarding Committee and ratified by the Full Academy Council.

16. Further Guidance on Attendance

16.1 The following documents were used to help write this policy.

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/
1099677/Working_together_to_improve_school_attendance.pdf

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/
1073619/Summary_table_of_responsibilities_for_school_attendance.pdf

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1099677/Working_together_to_improve_school_attendance.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1099677/Working_together_to_improve_school_attendance.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1073619/Summary_table_of_responsibilities_for_school_attendance.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1073619/Summary_table_of_responsibilities_for_school_attendance.pdf

