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1 Academy statement 

 

We follow all aspects of attendance guidance outlined in the Trust policy. 

1.1 In addition to the above we adopt the following local academy specific arrangements: 

 

2 Attendance personnel / key contacts 

 

Staff contacts  

2.1    Elaine Wooding – Office Manager 

office @ tuxfordprimary-ac.org.uk  

01777 870482 

Julia Farrell – Family Support Advisor 

Jo Witham - Principal 

 

3      Responsibility for implementing policy in the academy 

 

3.1 In the first instance attendance is the responsibility of the class teacher. 

3.2      Attendance which causes concern will be managed by the Family Support Advisor in 

conjunction with the Principal. 

 

4      Procedures and support  

 

Our leadership and attendance teams will, in addition to the Trust policy: 

 

4.1 Monitor attendance through the class teacher. When absence becomes a concern the 

Family Support Advisor is alerted and monitors subsequent attendance. 

4.2       Consistently and regularly communicate to all stakeholders, that good attendance and 

punctuality is a life-skill, and our motto is ‘Everyday, on time’. 

4.3       Work closely with parents and children to overcome any barriers to ensuring good 

attendance. To support good attendance, parents are able to see their child’s attendance on 

Weduc. The Family support Advisor can signpost parents to support from outside agencies. We 

https://www.diverseacademies.org.uk/wp-content/uploads/sites/25/2020/03/Attendance.pdf
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have staff trained in bereavement and loss, Emotional Literacy Support and managing medical 

needs. 

4.4       Communicate the following expectations for your child(ren) from September 2022: 

• Ensure your child attends every day the school is open.  

• Notify the school as soon as possible when your child is unexpectedly absent 

(e.g., sickness). (Not reporting absence will trigger a call home, and unreported sustained 

absence is a safeguarding issue) 

• Only request leave of absence in exceptional circumstances and do so in advance. (Family 

holidays, in most cases, are NOT exceptional circumstances). 

• Book any medical appointments around the school day where possible. (A routine medical / 

dental appointment should not mean a child misses a full day of school). 

If your child is persistently (10% or over) or severely absent (50% or over) we expect you to 

• Work with the school and local authority to help us understand your child’s barriers to 

attendance.  

• Proactively engage with the support offered to prevent the need for more formal support. 

• Proactively engage with the formal support offered – including any parenting contract or 

voluntary early help plan to prevent the need for legal intervention. 

Our duty 

• We will regularly update our parents on their child’s attendance. 

• We always follow up absence that is unauthorised and / or not notified. 

• We may use enforcement through the Local Authority if your child's absence triggers a 

referral. This is triggered at 3 full days or 6 session unauthorised absences over a 6 week 

(30 school day period) 

 

4.5       Expect good punctuality and the support of our parents in achieving this. 

• Children must be in class by 8:50am each day and this is when the register is taken. 

• Children will be marked late if they arrive after 9am.  

• If the child arrives after 9:15 am when the register has closed that session will be recorded 

as an unauthorised absence.  

• If 10 unauthorised ‘lates’ are accrued within a 6 week period may result in a Fixed Penalty 

Notice. 
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4.6       Delegate responsibility to class teachers to support parents with any initial attendance 

concerns and should always be the first contact. 

If concerns over attendance continue then the Family Support Advisor, Julia Farrell, and the 

SENDCo, Rachael Cottam, can provide further support. This may be a referral to an outside 

agency. 

4.7       Expect all parents to access their child’s attendance on Weduc. It is also report on the 

annual report. Any concerns around attendance will also be discussed at termly Parents’ Evenings. 

Alternative arrangements will be made for those parents unable to access Weduc. 

4.8       Ensure that each class reports their attendance during our weekly Celebration assembly 

and the class with the best attendance is awarded the ‘Every Day, On Time’ award for the week. 

Individuals who show a sustained improvement in attendance will be recognised appropriately. 

 

5      Working with parents / carers 

 

5.1     Absence should be reported to the school office by 9am on every day that the child is not 

attending. Parents are expected to report the reason for absence on the first day. 

If a child is absent and the office have not received notification of the reason staff will contact 

parents as this becomes a safeguarding concern. 

Parents will be informed as soon as we become concerned about any patterns of absence or if 

absence falls below 90%. A meeting will be arranged to offer support and explore any underlying 

issues. 

Where concerns around absence persist a more formal plan such as an education supervision 

order, may be implemented. 

 

6      Rewards and recognition 

 

6.1    We see good attendance as an essential behaviour that is more likely to lead to better 

outcomes. All children are greeted and welcomed into school and the classroom each day. 

Children are recognised for good or improving behaviour through individual praise or recognition 

during our weekly Celebration Assembly. 

 

7     Attendance and curriculum 

Good attendance facilitates quality learning and progress; it is a thread that runs through all 

curriculum areas. The Tuxford Primary Promise refers to ‘always trying your best’, this includes 

trying your best to be at school ‘Every day, On Time’ so that children are ready to learn. Class 

teachers regularly discuss the importance of attendance and its impact on learning. Class 

attendance is also a focus at our weekly Celebration Assembly. 
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8     Appendix review 

 

This policy appendix is reviewed annually to reflect national guidance and local academy strategies 

to managing attendance. 
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