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The Legal Framework 
 
Under The Education Act 1999, parents are responsible for ensuring that children of 
compulsory academy age receive full-time education at academy or otherwise. Parents have 
a legal responsibility to ensure their child’s regular attendance at the academy where they are 
registered. If a child of compulsory academy age who is registered at a academy fails to attend 
regularly at the academy, the parent is guilty of an offence under this Act. 
The DFE advice on Academy Attendance November 2016 and Academy Attendance Parental 
Responsibility Measures January 2015 (updated January 2017) has been consulted before 
reviewing this policy. This academy believes that good attendance is vital for all pupils if they 
are to gain the most from the education we provide.  There are clearly documented links 
between regular attendance and attainment.  The academy office will regularly check the 
attendance of pupils and where necessary the academy will follow up with the child’s parents.  
We hope that parents will assist us in our work of raising attendance levels throughout the 
academy by: 
 

 Ensuring the regular attendance of their child 

 Informing the academy when their child is absent from academy 

 Providing a reason for the absence 

 Attending any meetings about their child’s attendance, where necessary. 
 
Introduction and Aims 
 
Edlington Victoria Academy recognises that positive behaviour and good attendance are 
central to raising standards and pupil attainment.  At Edlington Victoria Academy we are 
committed to giving all our children every opportunity to achieve the highest of standards. 
This policy is written with the above statement in mind and ensures that, as a academy we: 
 

 Promote children’s welfare and safeguarding 

 Provide an environment which encourages regular attendance  

 Ensure every pupil has access to the full time education to which they are entitled 

 Ensure that pupils succeed whilst at academy 

 Ensure that pupils have access to the widest range of opportunities when they leave 
academy 
 

For our children to gain the greatest benefit from their education it is vital that they attend 
regularly and be at academy, on time, every day that the academy is open unless the reason 
for absence is unavoidable.  Any absence affects the pattern of a child’s academying and 
regular absence will affect their learning, and in turn their achievements.  Any pupil’s absence 
or late arrival disrupts teaching routines and so may affect the learning of others in the same 
class.  Ensuring a child’s regular attendance at academy is a parent’s legal responsibility and 
permitting absence from academy without a good reason creates an offence in law and may 
result in prosecution. 
 
Promoting Regular Attendance 
 
The aim of this guidance is to minimise the amount of time lost due to absence in order to 
maximise the educational potential of every pupil. This can be achieved with the support of 
parents by ensuring absence, including holidays, is not taken during term time unless there 
are ‘exceptional circumstances’.  Helping to create patterns of regular attendance is 
everybody’s responsibility and to help us all to focus on this we will: 
 

 Give parents/carers details on attendance in our newsletters. 

 Report to parents/carers half-termly on their child’s attendance. 

 Contact parent/carers should their attendance fall below the academy’s target for 
attendance. 
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 Celebrate good attendance through whole-academy Cinema events/displaying 
achievements half-termly. 

 Reward 100% attendance by awarding certificates. 

 Run initiatives every half term, alternating the focus between attendance and 
punctuality, in order to encourage our pupils to form positive attendance and 
punctuality habits 

 
At Edlington Victoria Academy, in order for an attendance record to be deemed satisfactory, 
it must be 96% or above: 
 

 100% Excellent Attendance 

 98% Very Good Attendance 

 97% Good Attendance 

 96% Satisfactory 
 
Each year, a number of pupils from every year group achieve 100% attendance, 
emphasising that it is an achievable target.  Some achieve this level of attendance year upon 
year. Absence during term time, for any reason, interrupts a pupil’s education and risks 
disrupting their educational progress. 
 
Government figures show: 
 

 At key stage 2, in general the higher percentage  of sessions missed across a key 
stage, the lower the likely level of attainment at the end of key stage 2 

 

 At the end of key stage 2, 92.3% of pupils are more likely to achieve the expected level 
of progress in reading and mathematics with full attendance, as opposed to 77.2% of 
pupils with attendance rates of 90 - 95% achieving this standard 

 
Understanding types of absence 
 
Every half day absence from academy has to be classified by the academy (not the parent) 
as either AUTHORISED or UNAUTHORISED.  This is why information about the cause of 
absence is always required, so that as a academy we can classify the absence appropriately. 
 
Authorised absences are mornings or afternoons away from academy for a good reason.   
 
Examples of Authorised Absence: 

 Genuine Illness (in the case of sickness and diarrhoea, please leave 24 hours before 
return to academy) 

 Medical/Dentist Appointments (where possible please make outside of academy 
hours) 

 Bereavement (immediate family) 

 Religious Observance 

 Exclusions 

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

 Holidays  

 Lateness 

 Birthdays 

 Shopping 

 Tiredness after holiday 
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 Attending concerts or sports events 

 Minor illnesses (e.g. headache, sniffle) 

Whilst any child may be off academy because they are ill, sometimes after a period of absence 
they can be reluctant to return to academy.  Any problems with regular attendance are best 
resolved between the academy, the parents and the child.  If the parent thinks their child is 
reluctant to attend academy then we will work with that family to understand the root problem 
and come up with a support plan. 
 
Absence Procedures 
 
It is the responsibility of parents/carers to inform the academy if their child is absent for any 
reason.  Parents/Carers must contact the academy office before 9:20am on the first day of 
absence by telephoning 01709 862175 to provide a reason for their child’s absence, and 
where necessary on each subsequent day of absence.  If no contact is made by parents/carers 
the academy office will try to make contact either via telephone or text message.  Office staff 
reserve the right to contact the Education Welfare Officer if they fail to gain contact with 
parents/carers when a child is absence without reason.  Any member of staff who has 
concerns about a reason for a child’s absence will report it to the Principal.  If a child is 
repeatedly absent from academy through illness, a referral may be made to the academy 
nurse. 
 
Lateness 
 
Poor punctuality is not acceptable.  When a child misses the start of the day they miss out on 
the vital information and messages that are delivered by the teacher for that day.  Late arriving 
pupils also disrupt lessons, not only for the teacher but also the other pupils in the class.  It 
can also be embarrassing for the child which can also lead to absence.  Good time keeping is 
a vital life skill which will help our children as they progress through their academy life and out 
into the wider world. 
 
How we manage lateness: 
 

 The academy starts at 8:55am.   

 We expect our children to be ready to come in when the doors open at 8:50am.   

 Registers are marked by 9:00am and a child will receive a late mark if they are not in 
by that time.   

 Entrances to the academy close at 9:00am.   

 Children arriving after this time must then be signed in at the academy office. 
 

In accordance with the regulations, if a child arrives after 9:30am, they will receive a mark that 
shows them to be on site, but this will not count as a present mark and it will mean that they 
have an unauthorised absence for that session.  This could mean that a parent/carer will 
receive a Penalty Notice if the problem persists.  If a child has a persistent late record 
parents/carers will be asked to meet with the Principal to resolve the problem.  Academy can 
be approached at any time if there are any problems with getting a child to academy on time.  
We will encourage good punctuality by being good role models to our children and celebrate 
good class punctuality. 
 
 
The Role of Parents 
 
By law parents/carers have a duty to educate their children by ensuring regular attendance at 
academy.  In order to facilitate this process, parents/carers with children at our academy are 
expected to: 
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 Inform the academy office before 9:20am on the first day of absence by telephoning 
01709 862175 to provide a reason for their child’s absence  

 Inform the academy office of the anticipated return date and continue to keep contact 
with academy if this changes 

 Provide a note on the child’s return to cover the absence  

 Ensure that their child arrives at academy on time and ready to learn 

 Ensure that their child catches up with any work that has been missed to avoid gaps 
in their knowledge 

 Not take family holidays during term time 

 Attend any meetings to discuss attendance  
 

The Role of Pupils 
 
Our academy believes that all pupils should attend regularly if they are to succeed and become 
successful.   
 
Pupils should: 
 

 Aim for 100% attendance, only being absent through genuine illness 

 Arrive in academy on time for the register at 8:55am 

 If they arrive late they should sign in at the academy office where they will be awarded 
a late mark 

 
The Role of the Academy Office 
 
The academy office staff are there to support the Principal, class teachers, pupils and parents.  
They also have a responsibility ensure pupils attend academy regularly and will support by: 
 

 Contacting parents/carers by telephone or text message if their child is marked absent 
from academy with no reason 

 Sign pupils in through the academy office when they arrive late 

 Ensure absences are recorded accurately on SIMs Lesson Monitor 

 Ensure attendance data that is produced for the Principal is accurate 

 Send out letters to parents regarding attendance 

 Produce certificates for pupils with 100% attendance 
 
The Role of Class Teacher 
 
Class Teachers are ideally placed because of their regular contact with pupils to assess 
whether the explanations for absence are reasonable, or if a child is at an early stage in 
developing a pattern of absence.   
 
In our academy we recognise that building a good relationship with pupils is vital and we will 
promote good attendance by: 
 

 Ensuring that the register is submitted accurately and in a timely manor in the morning 
and afternoon using SIMs Lesson Monitor 

 Publically praising the pupils who attend regularly or who make an effort to improve 
their attendance 

 Referring unexplained absences or patterns of absence to the Principal 

 Welcoming pupils back into class after they have been absent 

 Taking specific steps to assist pupils returning to academy when they have been 
absent 

 Providing a positive role model through their own attendance and punctuality 
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Persistent Absenteeism (PA) 
 
A pupil becomes a ‘persistent absentee’ when their attendance drops below 90% across the 
academy year for whatever reason.  Attendance at or below this level is doing considerable 
damage to any child’s education and we need parent’s fullest support and co-operation to 
tackle this.  We monitor all absence and the reasons given 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 we 
will inform parents/carers immediately.  PA pupils are tracked and monitored closely, with any 
absences requiring written proof.  We also combine this with academic tracking where 
absence affects attainment.  All our PA pupils and their parents are subject to an Attendance 
Support Plan meeting (ASP) and the plan may include allocation of additional support through 
the Academy Nurse or Education Welfare Officer.  We may use circle time, individual incentive 
programmes, individual targets and participation in group activities around raising attendance. 
Persistent Absenteeism can also lead to legal proceedings and the issuing of Fixed Penalty 
Notices (fines) of up to £2,500 or imprisonment. 
 
The Education Welfare Officer (EWO) 
 
Parents are expected to contact academy 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 academy may refer the child to the Education Welfare Officer (EWO) 
from the Local Authority.  He/She will also 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, these Officers can use sanctions such as Penalty Notices or prosecutions in the 
Magistrates Court.  Full details of the options open to enforce attendance at academy are 
available from the academy or Local Authority. 
Alternatively, parents or children may wish to contact the EWO themselves to ask for help and 
information.  They are independent of the academy and will give impartial advice.  Their 
number is available from the academy office or by contacting the Local Education Authority. 
If a child’s attendance gives cause for concern and sickness is continually reported, support 
will be offered. 
 
Leave of Absence/Holidays 
 
Amendments to the Education (Pupil Registration) (England) Regulations 2006 make clear 
that from September 2013 Head Teachers/Principals may not grant leave of absence during 
term time unless there are exceptional circumstances.  These are defined as follows: 
 
Exceptional Circumstances 
 

 Where it is company/organisational policy for an employee to take leave at a 
specific time in the year and there is no opportunity for a family holiday in 
academy holidays.  This must be evidenced by the production of the policy 
document of the organisation. 

 Service personnel returning from/scheduled to embark upon a tour of duty 
abroad. 

 Where a holiday is recommended as part of a parent or child’s rehabilitation from 
a medical or emotional issue.  Evidence must be provided. 
 

Leave of absence forms must be completed four weeks before the proposed holiday and 
before it is booked. 
Any period of leave taken without the agreement of the academy, or in excess of that agreed, 
will be classed as unauthorised and may attract a Fixed Penalty Notice by the Local Authority.  
A separate penalty notice of £60 will be issued to each parent for each child who has 
unauthorised absence. 
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Summary 
 
The academy has a legal duty to publish its absence figures to parents and to promote 
attendance.  Equally, parents have a duty to make sure that their children attend.  All academy 
staff are committed to working with parents and pupils as the best way to ensure as high a 
level of attendance as possible.  The Governors have agreed that parents of pupils with at 
least 96% attendance in the current and previous academy year will not be processed for a 
fine.  Holiday’s may be fined if the period is over the statutory assessment times or in the two 
weeks prior to any of these. 
 
Children Missing Education 

We have a legal obligation to monitor attendance through daily registers and inform the Local 
Authority if a pupil is Missing in Education.  This may be the case if we haven’t seen of had 
contact with a pupil for 10 days or more.  We have Safeguarding duties under Section 175 of 
the Education Act 2002 to ensure the safety and whereabouts of all our pupils. 
 
Children in Care 

Early intervention by the Academy can often prevent a pupil’s non-attendance becoming 
entrenched. We aim to resolve any concerns regarding attendance and punctuality rates as 
soon as a problem arises. We seek the co-operation of the pupil’s parents/carers, children’s 
home, key worker/social worker, residential unit, etc, in resolving the pupil’s attendance 
problems before involving an EWO.  
We will notify the social worker and EWO if a looked after child has reached 10 consecutive 
sessions’ absence.  The EWO will initially try to contact the pupil’s parents/carers, either by 
telephone or letter, to arrange a home visit. The EWO will normally visit the child’s home/place 
of residence to assess the situation and the visit will usually take place within five working 
days of the initial contact. On most occasions, the home visit will result in an action plan being 
prepared by the EWO. This plan will include proposed actions, timescales and intended 
outcomes, and will include details of what is expected from the pupil, the parents/carers, the 
academy and any other agencies involved. It will contain an agreed plan of action and dates 
by which improvement in attendance is expected. The EWO will try to secure everybody’s 
commitment to adhere to the action plan. In order to measure the effectiveness of the EWO 
intervention, the pupil’s attendance and levels of authorised and unauthorised absence will be 
closely monitored by the EWO. If, after EWO intervention, the pupil’s level of unauthorised 
absence reduces to a satisfactory level compared to the level prior to the intervention, and this 
level of attendance is maintained, the EWO will liaise with the academy and continue to 
monitor the pupil’s attendance for as long as necessary. 
 
The Governors 
 
The Governing Body of the academy is actively engaged in promoting good attendance by 
supporting and encouraging pupils and teachers in their work.  The Governing Body will 
ensure that a governor is available to support the academy where appropriate.  The Governing 
body will be provided with attendance information as an indicator of overall academy 
performance. 
Representatives of the Governing body will access appropriate training to help them to 
understand the duty of the academy to promote regular attendance. 
 
The Governors will ratify the academy attendance policy. 
 
The Governor with responsibility for attendance is Mrs C Heeley. 
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EDLINGTON VICTORIA ACADEMY 
Victoria Road, Edlington, Doncaster, DN12 1BN 

Telephone 01709 862175  
Website: www.edlingtonvictoria.co.uk 

Executive Principal: Mrs B Nixon 
Principal: Mrs E Clark 

 
 

«date_of_printing» 
 
 
Dear «salutation», 
 
Unexplained Absence  
 
We have noticed from our records that «chosen_forename» was marked absent from 
academy for «total_unexplained_sessions» session/s last week (every day consists of 2 
sessions, AM and PM), as shown below:  
 
«periods_of_absence» 
 
As stated in our attendance policy, it is the parents/carers responsibility to inform academy 
of any absence (before 9:20am if possible), whether it is through illness, appointment or any 
other reason.  Unexplained absence cannot be left on the system, so after 14 days it will 
automatically be recorded as an unauthorised absence.  Continued periods of unauthorised 
absence could trigger the intervention of the Education Welfare Officer. 
 
Please contact the academy office on 01709 862175 so that we update your child’s record 
with their reason for absence.  Alternatively, please complete the reply slip below and hand it 
in to the class teacher or academy office. 
 
Thank you for your continued support. 
 

 
 

Mrs E Clark 
Principal 

 

Unexplained Absence Reply Slip 

Name: «chosen_forename» «chosen_surname»    Class: «reg» 

«periods_of_absence» 

Reason for absence…………………………………………………………………………… 

Signed: …………………………………………………………………………. Parent/Carer 

  

file://///SIMS/ADMIN_DATA/Office%20Documents/POLICIES%20SEPTEMBER%202019/ACADEMY%20POLICIES/www.edlingtonvictoria.co.uk
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EDLINGTON VICTORIA ACADEMY 
 

APPLICATION FOR LEAVE OF ABSENCE 

                    (Please read the notes overleaf before completing this form) 

 
 
NAME OF PUPIL 

 
CLASS/TUTOR GROUP 

  

  

  

  

  

 
 

PARENT(s) FULL NAME ADDRESS 

  

  

 

REQUEST FOR LEAVE 
 

Date of first day of leave  

Date of last day of leave  

Return to academy date  

Destination  

Name of adult(s) accompanying 
pupil(s) 
 
 

Relationship to pupil 

 
 

Reason for request: 
 
 
 
Signature: 

 
 

 
Has leave been taken in term time before? 
 

 
Yes / No 

 
Is this the only leave to be taken during this 
academic year i.e before 31 August 2020 
 

 
Yes / No 

 
OFFICE USE ONLY: 
 

Attendance 18/19  =  Attendance 19/20  =  

Authorised                                            □ Not Authorised                                       □ 

Signed: 
(Principal) 

Date: 
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EDLINGTON VICTORIA ACADEMY 
Victoria Road, Edlington, Doncaster, DN12 1BN 

Telephone 01709 862175 
Website: www.edlingtonvictoria.co.uk 

Executive Principal: Mrs B Nixon 
Principal: Mrs E Clark 

 
«date_of_printing» 
 
«salutation» 
«address_block» 
 
Dear «salutation», 
 
«chosen_forename» «chosen_surname» 
 
According to our records «chosen_forename»’s attendance in school is currently 
«percentage_attendance»%, which means that «he_she» has been absent from school for 
(number) sessions (number days) which is a cause for concern.   
 
I am sure that you will agree with me that good attendance at school leads to children 
achieving their full potential and enjoying their time at school.  
  
We realise that this absence may be due to illness and/or medical appointments but we must 
make you aware of this figure to ensure that you make every effort to improve your child’s 
attendance from this point.   
 
We will continue to monitor «his_her» attendance and hope to see an improvement within the 
next two weeks.  I have enclosed a copy of «chosen_forename»’s Registration Certificate 
Report so that you can see their attendance pattern to date.  (The codes in the register are 
explained on the right hand side of the page). 
 
If there are any particular problems that we may be able to help you with or if you feel that the 
school nurse could be of assistance please do not hesitate to contact either your child’s class 
teacher or myself. 
 
Yours sincerely, 
 

 
 
Mrs E Clark 
Principal  
 
Enc 
L1 
 
 
 
 
 
 
 
 
 

file://///SIMS/ADMIN_DATA/Office%20Documents/POLICIES%20SEPTEMBER%202019/ACADEMY%20POLICIES/www.edlingtonvictoria.co.uk
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EDLINGTON VICTORIA ACADEMY 
Victoria Road, Edlington, Doncaster, DN12 1BN 

 Telephone 01709 862175 Fax 01709 869941 
Website: www.edlingtonvictoria.co.uk 

Executive Principal: Mrs B Nixon 
Principal: Mrs E Clark 

 
 
«date_of_printing» 
 
«salutation» 
«address_block» 
 
Dear «salutation», 
 
«chosen_forename» «chosen_surname» 
 
As you are aware we have been monitoring «chosen_forename»’s attendance very closely.  
«His__Her» attendance record states that «he_she» has only attended (number) sessions out 
of a possible «total_possible», which gives an overall attendance figure of 
«percentage_attendance»%. This, as you can appreciate, is a cause for concern as 
Government guidelines state that average attendance in school is 97%.   
 
Following Government guidelines I must inform you that I can no longer authorise any 
absences and attendance will continue to be closely monitored from this point.  I would 
appreciate it if you could ensure that «chosen_forename»’s attendance improves so that no 
further intervention is needed.  I do however need to make you aware that if «his_her» 
continues to decline, I will have to consider making a referral to the Local Authority Education 
Welfare Officer for further intervention. The Officer will endeavour to support you but they have 
a statutory responsibility to ensure regular attendance is maintained and so may need to follow 
the enforcement procedures that have been set by the Local Authority. 
 
I have enclosed a recent copy of «chosen_forename»’s attendance certificate. If you have any 
questions regarding this letter, or would like to discuss any private circumstances that are 
causing short term difficulties regarding attendance, please do not hesitate to contact me. 
 
Yours sincerely, 
 

 
 
Mrs E Clark 
Principal  
            L2 
 

 

 

 

 

 

 

file://///SIMS/ADMIN_DATA/Office%20Documents/POLICIES%20SEPTEMBER%202019/ACADEMY%20POLICIES/www.edlingtonvictoria.co.uk
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EDLINGTON VICTORIA ACADEMY 
Victoria Road, Edlington, Doncaster, DN12 1BN 

Telephone 01709 862175  
Website: www.edlingtonvictoria.co.uk 

Executive Principal: Mrs B Nixon 
Principal: Mrs E Clark 

 
 
«date_of_printing» 
 
Dear «salutation» 
«address_block» 
 
Re: «chosen_forename» «chosen_surname» 
 
Attendance «percentage_attendance»% 
 
I wrote to you recently about «chosen_forename» attendance falling below 96%.  
Unfortunately «chosen_forename» still continues to have a lot of time off academy and their 
attendance has fallen further.  This can only have a negative impact on their learning and 
make it difficult for them to reach their personal educational targets. 
 
Continued absence will result in a referral to the Educational Welfare Officer.  The Officer will 
endeavour to support you but does have a statutory responsibility to ensure regular 
attendance is maintained and so may need to follow Local Authority Enforcement 
Procedures. 
 
I have set aside time on …………………………………at ………………….. to invite you to a 
meeting to support you in ensuring «his_her» attendance improves.  When academy, and 
home, work closely together positive results are evident.  If this day and time is not 
convenient please contact the academy.   
 
Please complete and return the slip below. 
 
Yours sincerely 
 

 
 
Mrs E Clark 
Principal  
……………………………………………………………………………………………….......... 
EDLINGTON VICTORIA ACADEMY 
 
Child «forename» «surname»        Class «reg» 
 
*I am able / not able to attend the Attendance Support Plan meeting on ……………………… 
at …………. 
 

*delete as appropriate 
 
I can be contacted on ………………………………… 
 
Signed parent/carer……………………………………                                                       L3 
 
 
 

file://///SIMS/ADMIN_DATA/Office%20Documents/POLICIES%20SEPTEMBER%202019/ACADEMY%20POLICIES/www.edlingtonvictoria.co.uk
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EDLINGTON VICTORIA ACADEMY 

Victoria Road, Edlington, Doncaster, DN12 1BN 
Telephone 01709 862175  

Website: www.edlingtonvictoria.co.uk 
Executive Principal: Mrs B Nixon 

Principal: Mrs E Clark 

 
«date_of_printing» 
 
«salutation» 
«address_block» 
 
Dear «salutation», 
 
Pupil’s Name: «chosen_forename» «chosen_surname» 
Attendance level: «percentage_attendance»% 
 
Re: Education Penalty Notice Warning Letter 
 
As you are aware it is your legal responsibility to ensure that your child attends school 
regularly.  However, your child’s attendance, as shown above, falls below the minimum 
expected level of 97%. 
 
If your child fails to attend school regularly you may be guilty of a criminal offence and could 
be prosecuted under the Education Act 1996 Section 444 (1) or 444 (1a).  Education Penalty 
Notices have been introduced under the Anti-Social Behaviour Act 2003 as an additional 
sanction to address the problem of poor school attendance. 
 
Your child’s attendance will be closely monitored and I ask that you ensure there are no further 
absences from school without a justifiable reason.  Please can you also make sure any 
medical appointments are made outside of school hours where possible.   
 
If there are any unauthorised absence from school within the next 15 school days you may 
receive an Education Penalty Notice from the Local Authority.  If you are issued with an 
Education Penalty Notice, you will be required to pay a fine of £120, reduced to £60 if paid 
within 21 days of the date of the notice.  If issued, there is no right of appeal.  Payment of the 
Education Penalty Notice will discharge your liability for the six week evidential period covered 
by the notice.  However, if payment is not received, the Local Authority may decide to 
prosecute you for failing to ensure the regular attendance of your child at school. 
 
If you have any questions about this letter or require additional support, please feel free to 
contact me. 
 
Yours sincerely, 
 

 
 
Mrs E Clark 
Principal  
 
 
 
 
 
 

file://///SIMS/ADMIN_DATA/Office%20Documents/POLICIES%20SEPTEMBER%202019/ACADEMY%20POLICIES/www.edlingtonvictoria.co.uk
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EDLINGTON VICTORIA ACADEMY 
Victoria Road, Edlington, Doncaster, DN12 1BN 

Telephone 01709 862175  
Website: www.edlingtonvictoria.co.uk 

Executive Principal: Mrs B Nixon 
Principal: Mrs E Clark 

 
«date_of_printing» 
 
 
Dear «salutation», 
 
«chosen_forename» «chosen_surname» 
 
It has come to my attention that your child is often late for academy.  This year to date your 
child has been late on «total_lates_both» occasions. 
 
Our academy day is as follows: 
 
8:50am – Doors open 
8:55am – Register taken 
9:00am – Lessons start 
9:00am to 9:30am – Late Mark (Code L in the register) 
9:30am onwards – Late mark after the register closes (Code U in the register, this counts as 
an unauthorised absence and will affect your child’s attendance percentage) 
 
I have enclosed a copy of your child’s registration certificate for you to review.  The 
Education Welfare Officer monitors persistent lateness in line with the academys attendance 
policy and if further periods of lateness continue, a referral to this service may be necessary. 
 
When pupils arrive late to academy they miss out on essential instructions that are given at 
the start of the lesson.  This can significantly reduce achievement, regardless of academic 
ability.  Your child may also feel awkward arriving to the classroom when everyone else is 
settled. Furthermore, when one pupil arrives late, it disrupts the entire class and the teacher 
– everyone’s education is compromised. 
 
I look forward to seeing «chosen_forename»’s punctuality improve over the coming few 
weeks. 
 
As always, please contact the academy if you would like to discuss this issue further. 
 
Yours sincerely 
 

 
 
Mrs E Clark 
Principal  
 
Enc 
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EDLINGTON VICTORIA ACADEMY 
Victoria Road, Edlington, Doncaster, DN12 1BN 

Telephone 01709 862175  
Website: www.edlingtonvictoria.co.uk 

Executive Principal: Mrs B Nixon 
Principal: Mrs E Clark 

 
 
 
Date 
 
Dear (Parent/Carer), 
 
Notification of Persistent Absence 
 
Name:      Class: 
 
As part of the monitoring attendance process in academy, it has been noted that (pupils 
name) has fallen in to the Persistant Absence (PA) category due to their current attendance 
being (??)%.  The threshold for PA attendance is 90% across the academy year for any 
reason.  We understand that sometimes there are exceptional circumstances or even 
medical reasons for absence but it is still our responsibility to inform you when your child 
falls into this category, because we have to report on this data to the Local Authority.  The 
Department for Education states “Pupils should aim for 100% attendance” and that good 
attendance is 96% or better.   
 
As stated in our Attendance Policy, the attendance of our PA pupils will be closely monitored 
and if deemed necessary a support plan put in place until (child’s name) attendance returns 
to above 90%.  During this period please can I ask that you send in any written 
documentation to support any further absence.  Research has proven that any problems with 
regular attendance are best sorted out between the academy, the parents/carers and the 
child. 
 
I trust I have your continued support and if you have any queries regarding this matter 
please do not hesitate to contact me at academy.   
 
Yours sincerely 
 

 
 
Mrs E Clark 
Principal 
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Information for Parents 
 
What is a Fixed Penalty Notice? 
 
The Anti-Social Behavioural Act 2003 introduced Legislation that made provision for 
a Local Authority to issue Fixed Penalty Notices. These notices require a fine to be 
paid by Parents of Pupils who have unauthorised absence from Academy during 
term-time. 
 
A Fixed Penalty Notice can be issued in three situations:- 
 
If a Holiday or other leave of absence is taken during term-time without the 
authorisation of the Headteacher. 
If a Pupil has a period of unauthorised absence from Academy following an FPN 
warning letter, and the attendance does not improve within 15 days. (If you do 
receive a warning letter from Doncaster Council about your Child’s attendance you 
should get in touch with the Education Welfare Officer, as soon as possible, to 
discuss the reason for your Child’s absence from Academy).  
If a child is found on a Truancy Patrol twice during a four month period. 
 
A separate Penalty Notice will be issued to EACH parent for EACH child who has 
unauthorised absence 
 
Any absence which does not meet the criteria of being ‘an exceptional circumstance’ 
will be marked as unauthorised absence and as such you may be at risk of receiving 
a Fixed Penalty Notice. Please be aware that BOTH parents are at risk of receiving a 
Fixed Penalty Notice for EACH child of the family with a period of unauthorised 
absence from academy in line with Section 23 of the Anti-Social Behaviour Act 2003. 
 
What are the Penalties? 
 
If a Fixed Penalty Notice is issued the penalty is £60 per Parent per Child when the 
payment is made within 21 days. If payment is not made within this timescale the 
penalty amount will double to £120 per Parent per Child made within 28 days.  
 
Failure to pay within 28 days will result in a summons to appear before the 
Magistrates Court on the grounds that you have failed to secure your child’s regular 
attendance at Academy. If the case progresses to Court you may receive a Fine of 
up to £1000. 
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What must I do? 
 
If you are having difficulties in ensuring your child attends academy regularly, you 
should contact your child’s academy in the first instance.  If you receive a warning 
letter from Doncaster Council about your child attendance you should get in touch 
with the Attendance & Pupil Welfare Service, as soon as possible, to discuss the 
reason for your child’s absence from academy. 
 
You should avoid taking your child out of academy for a holiday unless there are 
exceptional circumstances as you may receive a Fixed Penalty Notice. 
 
Can I get help if my child is not attending academy regularly? 
 
The Local Authority Education Welfare Officers support academys, parents and 
pupils so that high levels of attendance can be achieved.  In the first instance you 
should contact your child’s academy who will offer advice and support.  You can 
seek advice from a Local Authority Education Welfare Officer on 01302 736504. 
 
Every academy in Doncaster is supporting the message that academy attendance is 
a high priority.  We hope that parents will help us to ensure that all Doncaster 
children achieve the very highest levels of attendance at academy. 
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EDLINGTON VICTORIA ACADEMY 
Victoria Road, Edlington, Doncaster, DN12 1BN 

Telephone 01709 862175  
Website: www.edlingtonvictoria.co.uk 

Executive Principal: Mrs B Nixon 
Principal: Mrs E Clark 

 
 
 

Timetable for Rewards & Incentives 
 

Weekly Attendance Assembly & Class Rewards 

Every Half Term 
- 100% Attendance Certificates & Awards 

Assembly 
- Cinema event & treats 

Autumn Half Term 1 4 Week Attendance Challenge 

Autumn Half Term 2 4 Week Punctuality Challenge 

Spring Half Term 3 4 Week Attendance Challenge 

Spring Half Term 4 4 Week Punctuality Challenge 

Summer Half Term 5 4 Week Attendance Challenge 

Summer Half Term 6 4 Week Punctuality Challenge 

End of the Year 
£5 voucher for all pupils with 100% 
attendance for the year 
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