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As a Church of England Academy, we are inclusive of all regardless of creed, colour, race, gender, 
sexual orientation or ability.  We hope to transform the lives of our pupils and our wider community 
by putting our core values of love, integrity, generosity, hope and tolerance (LIGHT) into action.  As 
such, all should feel welcome and respected.  Schools are, in part, measured by academic success.  
Pupils know this.  We must help and enable each pupil to succeed to the best of their ability by 
providing high quality lessons and an appropriate curriculum for our pupils. 
 
1. Statement of Intent 
 

The Academy will be open for pupils and students for 190 days in an academic year or 380 
sessions. 
 
The John Wallis Church of England 0-19 Academy is committed to providing a full and efficient 
education to all pupils and embraces the concept of equal opportunities for all. For a child to 
reach their full educational achievement, a high level of school attendance is essential. We will 
consistently work towards a goal of 100% attendance to every session and lesson for every 
pupil and we use a variety of weekly, termly and annual rewards to promote good attendance 
and punctuality.  Every opportunity will be used to convey to pupils and their 
parents/carers/guardians the importance of regular and punctual attendance. 
 
We recognise that parents have a vital role, and a legal responsibility, to ensure good 
attendance and we promise to identify, investigate and work in partnership with parents, 
pupils and other agencies to resolve attendance problems.   
 
This policy will embrace all relevant law and guidance pertaining to School attendance 
produced by the Department of Education. 

 
2. Definitions 
 

Parent 
 
This policy uses the definition as laid down in Section 576 of the Education Act 1996 and refers 
to each and every parent whether they are acting jointly or separately. This definition covers: 

 
• All natural parents, whether married or not. 
• Any person who, although not a natural parent, has parental responsibility for a child (as 

defined in the Children’s Act 1989). 
• Any person, who, although not a natural parent, has the care of a child. (Having care of 

a child means a person with whom the child lives and who looks after/shares care of the 
child, irrespective of their relationship to the child). 

 
Compulsory School age 
 
Compulsory School age is defined as beginning from the start of the term commencing on or 
after the child’s fifth birthday and continues until the last Friday of June in the Academic year 
that they reach their eighteenth birthday. 
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3. Role of the Academy 
 
 Lower School Procedures 
 

The two sessions used for recording AM and PM registration marks commence at 8.55am and 
1.25pm respectively. 
 
The Academy will decide if an absence is authorised, not the parent.  An absence is either 
authorised, such as in the case of illness, medical appointments, religious observance etc., or 
unauthorised, when there is no reason given for such absence or it is considered that the 
reason given is unjustified, e.g. a longer period than would reasonably be expected, or no 
reasonable explanation is given. 
 
The Academy will implement first day calling either by telephone or text message from 
10.00am. 

 
 All pupils must be registered by the teacher within the first 10 minutes of AM and PM session. 
 
 Any pupil arriving late must report to the Lower School Office where the time of arrival and 

reason for lateness will be recorded. 
 

Letters are sent to parents weekly where no reason for absence is received.  When a pupil’s 
attendance falls below 95% letters are sent to parents to advise of our concerns and parents 
and carers are offered appropriate support and reminded of their legal obligations.   
Parents/carers are invited to a meeting when attendance becomes a concern.     
In addition, Academy staff regularly make home visits to offer support in the event that there 
are unexplained absences from school. 
 
The attendance of all pupils is tracked and monitored individually on a weekly basis and those 
where attendance is a cause for concern are identified and a range of procedures are used to 
address this. 

 
The Attendance Officer will contact the School Liaison Officer to discuss specific attendance 
concerns where necessary. 

  
The Academy will make pupils feel welcome after a period of absence ensuring that the pupil 
is helped to catch up on missed work and brought up to date on any information that has been 
passed to the other pupils. 

 
 Good or improved attendance is acknowledged and rewarded through a variety of 

mechanisms such as celebration assemblies, certificates and weekly attendance champions 
with the class with the highest attendance given the opportunity to choose a reward at the 
end of terms 2, 4 and 6. 

 
Middle and Upper School Procedures 
 
Pupils are registered in every lesson throughout the Academy day.  The Academy hours are 
8.30am to 3.05pm.  The two sessions used for recording AM and PM registration marks 
commence at 8.30am and 1.25pm respectively.  

 
The Academy will decide if an absence is authorised, not the parent.  An absence is either 
authorised, such as in the case of illness, medical appointments, religious observance etc., or 
unauthorised, when there is no reason given for such absence or it is considered that the 
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reason given is unjustified, e.g. a longer period than would reasonably be expected, or no 
reasonable explanation is given. 
 
The Academy will implement first day calling either by telephone or text message from 
10.00am. 

 
All pupils must be registered during the first 10 minutes of the lesson by the teacher. Teachers 
will register any late comers and the register will be resent. 

 
Middle School (Years 7- 8) and Upper School pupils will be sanctioned for lateness to any 
lesson during the Academy day.   

 
Letters are sent when pupils have missed 4, 7 and 11 days of school. At each of these stages 
parents and carers are offered appropriate support and reminded of their legal obligations.   
Parents/carers are invited to a meeting when attendance becomes a concern.    In addition, 
academy staff regularly make home visits to offer support in the event that there are 
unexplained absences from school. 

 
The attendance of all pupils is tracked and monitored individually on a weekly basis and those 
where attendance is a cause for concern are identified and a range of procedures are used to 
address this. 

 
The Attendance Officer will contact the School Liaison Officer to discuss specific attendance 
concerns where necessary. 
 
The Academy will make  pupils feel welcome after a period of absence ensuring that the  pupil 
is helped to catch up on missed work and brought up to date on any information that has been 
passed to the other  pupils. 

 
 Good or improved attendance is acknowledged through a variety of mechanisms such as 

celebration assemblies, reward vouchers, Academy Rewards and school trips.  Parents are 
advised by letter when a  pupil achieves 100% attendance at the end of terms 2, 4 and 6. 

 
4.  Penalty Notice 
 

The Academy utilises the Penalty Notice process.   Kent County Council will consider issuing 
Penalty Notices in the following circumstances: 

 
 (a) Truancy including truancy sweeps 
 (b) Parentally-condoned absences 
 (c) Holidays in term time 
 (d) Delayed return from extended holidays 
 (e) Persistent lateness after the register has closed 
 (f) Exclusion – Where the child is found in a public place during the first days of any fixed 

term or permanent exclusion without reasonable justification 
 

Penalty Notices are issued in accordance with Kent County Council’s Education 
Penalty Notices Code of Conduct effective from January 2016 and revised in 
April 2017. 
 
A Penalty Notice can only be issued in cases of absence for 10 or more half day sessions  
(5 school days) without authorisation during any 100 possible school sessions or period of 50 
days of schooling – these do not need to be consecutive.   
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In the case of lateness 10 incidents of late arrival after the registers have closed during any 
possible 100 school sessions without supporting evidence, leads to a Penalty Notice Warning 
Letter. 
 
After the appropriate request for a Penalty Notice is received, the KCC Inclusion and 
Attendance service will issue a warning letter setting out 15 school days during which no 
unauthorised absence is to be recorded. If unauthorised absence is recorded during the 15-
day period a Penalty Notice will be issued (one per parent per child). 
 
Where Penalty Notices are imposed, the regulations state that the penalty will be £120 to be 
paid within 28 days, reduced to £60 if paid within 21 days. Penalty Notices are issued to each 
parent of each child. Failure to pay the penalty in full by the end of the 28-day period will 
result in prosecution by the Local Authority. 

 
The Principal/Head of School may authorise absence in “exceptional circumstances” but this 
must be requested in advance and agreement to each request is at the discretion of the 
Principal/Head of School, acting on behalf of the Governing Body (Education (Pupil 
Registration) (England) Regulations 2006). Each case will be judged on its merits and the 
Principal/Head of School’s decision is final. Once the decision not to authorise leave is taken, it 
cannot be authorised retrospectively. 

 
5. Children Missing in Education 

 
No pupil  will be removed from the Academy roll without consultation between the 
Principal/Head of School and the Inclusion and Attendance Service when appropriate.  Where 
a child is missing in Education, Local Authority guidance will be followed by completing a 
“Child Missing in Education” referral form under the following circumstances: 
 

• The whereabouts of the child is unknown and the school has failed to locate him/her. 
• The family has notified the Academy that they are leaving the area but a school place 

has not been secured. 
 

6.  Role of the Parents 
 

The legal responsibility rests with parents for ensuring pupils  attend the Academy regularly 
and punctually. 
 
It is the responsibility of the parent to contact the Academy before 10.00am on the first day of 
absence and for every day of absence thereafter to give a reason for the absence.  

 
It is the responsibility of the parent to provide medical evidence in the case of an illness or a 
medical appointment. 

 
7.  Role of the Pupils  

 
Lower School 
 
Pupils are expected to attend school regularly and on time.  They are expected be on the 
Academy premises by 8.50am, for registration at 8.55am.   
All pupils arriving after this time must come to the Lower School Reception  to be registered as 
late and give a reason for their late arrival. 
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 Middle and Upper School 
 
 Pupils are expected to arrive in their timetabled classroom by 8.25am.  

All  pupils arriving after 8.30am must report to the Student Office (Years 7 – 13) and Lower 
School Office (Years 5 - 6) where the relevant mark will be recorded.   
   
Pupils should be punctual to all lessons during the Academy day. 

 
8. Punctuality 
 

Pupils  arriving after registration has closed (9.10am for Lower School pupils and 8.45am for 
Middle and Upper School pupils) will be registered with a “U” code which is an unauthorised 
late mark, unless they have evidence to support their late arrival.  Where punctuality is a 
continuing concern further intervention is put in place to address the issue. 
 

9. Leave of absence/holiday  
 

The Education (Pupil Registration) (England) (Amendments) Regulations 2013 state that 
Headteachers/Principals may not grant leave of absence for the purpose a family holiday in 
term time except in “exceptional circumstances”.  In accordance with these regulations the 
Principal/Head of School will only authorise holiday requests during term time in “exceptional 
circumstances”.  
 
Parents should complete an “Application for  Pupil Leave of Absence Form” and return it to 
the Academy Student Office or the  Lower School Office.  A decision will be made by the 
Principal/Head of School based upon the above criteria. This decision will usually be made 
within 10 working days and parents will receive a response in writing however, it is unlikely 
that any requests will be authorised. 
 
The decision will be as follows: 

 
• The leave is granted. 
• Further information is requested. 
• The leave is not granted 

 
Holidays taken without permission, or if the pupil fails to return on the agreed date, will result 
in the absence being recorded as unauthorised.  Parents may be liable to a Penalty Notice 
where this has created a period of unauthorised absence of at least 10 sessions.   
Where Penalty Notices are issued by Kent County Council, the regulations state that the 
penalty will be £120 to be paid within 28 days, reduced to £60 if paid within 21 days. Penalty 
Notices are issued to each parent of each child. Failure to pay the penalty in full by the end of 
the 28 day period will result in prosecution by the Local Authority. 

 
If a pupil fails to return within ten school days of the agreed return date, and a sufficient 
reason is not given for this absence, the Academy in discussion with the Attendance Service 
may remove the pupil’s name from the Academy roll. 
 

10. Appeal to Governors 
 

If a parent or carer is unhappy with the decision they can appeal to the Governing Body of the 
Academy. Any appeal should be sent to the Academy and addressed to the Clerk to the 
Governors. An appeal should be made within 10 working days of receipt of the Academy 
decision. 
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