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Aims
The De La Salle Academy is committed to providing a full and efficient educational
experience to all students. On the basis of equal opportunities, we will take measures to
encourage regular and punctual attendance at the academy, and in all lessons. We believe
our students have a right to education and to do this they require continuity and
progression in their learning. Consistent attendance is an essential foundation in order to
achieve potential.
It is the policy of our academy to celebrate achievement. Attendance is a critical factor to
a productive and successful academy career, and as an academy we will organise and do all
we can to ensure maximum attendance for all students. Any problems that impede full
attendance will be identified and addressed as speedily as possible.
Our academy will give a high priority to conveying to parents and students the importance of
regular and punctual attendance. We recognise that parents have a vital role to play and
that there is a need to establish strong home-academy links and communication systems
that can be utilised whenever there is concern regarding attendance.
If there are problems that affect a student's attendance we will investigate, identify and strive in
partnership with parents, students and relevant support agencies to resolve those problems as
quickly and efficiently as possible. We will adopt a clearly focused approach aimed at returning
the student to full attendance at all times.
Why regular attendance is important
Regular attendance at De La Salle Academy is defined as 100%. We aim for 100%
attendance for all boys who should aim to be in school every day the academy is open.
Any absence from school disrupts the learning pattern of students. One day's absence
can put a student behind in five lessons and causes misunderstanding to occur in the
next lesson. This causes learning to be lost which can never be gained back at the
same level of expertise. In some lessons, where group work is vital, the learning of other
students is also hindered. This is particular acute in years 10 and 11.
Ensuring your child attends school every day is your legal responsibility. Permitting
absence without good reason could result in fines or prosecution. It is a criminal offence
under Section 444 of the 1996 Act to fail to secure the regular attendance at school of a
child who is a registered pupil at the school. On conviction, the magistrates ' court may
impose a fine of up to £2,500 or imprisonment for up to 3 months, or both. In addition,
you would obtain a criminal record.

Promoting regular attendance
Helping to create a pattern of regular attendance is everybody's responsibility: the school,
parents, guardians and students. To help us all in this, as a school we will:
•
•
•
•
•

Report to you at least three times a year on where your child's attendance is at
and how this is impacting on their progress.
Celebrate 100% and improving attendance through assemblies, letters and the
yearly awards evening.
Reward 100% and improving attendance through weekly checks, postcards
and reward trips.
Run promotional events throughout the year, including at parents evening to
highlight the importance of attendance.
This diamond is an easy way to see where your child is at with their attendance. It
is displayed on the website under the attendance tab, it is also displayed in all
classrooms and forms the basis of discussions with your child. Encouraging your
child to stay green is important for their overall progress in school.

Understanding types of absence
Every half-day absence from school has to be classified by the school, as either
authorised or unauthorised. This is why information about the cause of any absence
is always required in writing. The Academy will decide based on the information
provided whether to authorise or unauthorise the absence.
Authorised Absence
Remember: Only the Principal can authorise absence. Parents cannot authorise absence.
• Illness [if absence is prolonged the principal may decide not to authorise the
absence without medical evidence]
• Unavoidable medical appointments when supported by official medical documentation.
• Recognised religious observance.

• Funeral.
• Traumatic event.
• Wedding of close relatives.
Unauthorised Absence
The Principal will not authorise absence in the following circumstances:
• Shopping.
• Birthdays.
• Looking after other family members.
• Waiting in for trades' people.
• Permission for holidays will not be provided by the academy.
• Unapproved sporting events.
• Hospital visits.
• Lateness to schooI - arriving after the register closes
Whilst any child may be off school because they are ill, sometimes they can be reluctant
to attend school. Any problems with regular attendance are best sorted out between the
school, the parents and the child. If your child 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 make things worse.
Persistent Absence (PA, 10% absence or attendance of 90% or below):
A student becomes a 'persistent absentee' when they miss 10% or more schooling
across the school year for whatever reason. Absence at this level is doing considerable
damage to any child's educational prospects and we need parents' fullest support and
co-operation to tackle this.
We monitor all absence 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 through our pastoral system, in particular
through the inclusion team and your child's Pastoral leader. You may receive a visit from a
member of the team, a letter to inform you that your child is getting close to the PA mark or
child may be placed on an attendance monitoring report.
Any absence resulting in attendance of 90% or below, regardless of the circumstances is a
serious concern and may result in the Academy taking further action.
Absence procedures
If your
•
•
•

child is absent you must:
Contact school, in particular the attendance manager, on the first day of absence.
Contact school on any further days of absence.
On your child's return to school, provide a letter explaining the absence or a
medical note. This must be provided even if you have telephoned the school.

If your child is absent, the school will:
• Telephone you or text you on the first day of absence if you haven't
contacted school.
• If applicable a home visit will be carried out, if no contact is made after 5 days a
home visit will be made.
• Invite you in for a meeting to discuss absences if absences are a regular
occurrence.

•

Remind you of regular attendance and where your child is at if it falls to 90%
through a letter.

•

Send fines home for attendance causing concern or for unauthorised
leave of absence.
Refer you to the Local authority for prosecution if your child's attendance shows
no improvement despite attempts to resolve concerns with you.

•

Telephone numbers:
To ensure your child's absence is reported to you quickly, please ensure you keep the
school informed of any telephone changes. It is helpful for a mobile number so that texts
can be sent.
Requests for leave of absence
Taking holidays in term time is not permitted by the academy. You may request time off
through completing the application form requesting leave which can be obtained from the
Attendance Manager. In exceptional circumstances, the Principal may agree to authorise
a holiday. All other requests will be denied.
In addition to holidays, parents may see it fit to request to take their child out of school
during term time for other reasons. The Principal may not grant leave unless there are
exceptional circumstances. Examples of exceptional circumstances are:
•
•
•
•
•

Death of parent I guardian or sibling of the student
Life threatening or critical illness of the parent or sibling
Leave for armed forces personnel who are prevented by operational duties to
take their leave at any other time
Leave of absence granted at a previous school within the last six months
(supporting documentation from the previous school is required)
Religious observances - 1 day in the academic year will be granted for
religious observance.

The principal will consider the circumstances the leave is being requested for along with
the following factors:
•
•
•
•

Student's current attendance record
Year group the student is in
How close to examinations the request falls
The duration of the absence

All requests should be handed in to the Attendance Manager who will contact the parent I
guardian with the final decision made.
Punctuality
Poor punctuality is not acceptable, to school or to lessons. Late students disrupt the
learning of those around them and the late student themselves misses vital explanations
of the day's work. A student who is only 5 minutes late to each lesson, misses three and
half weeks of learning each year - learning which is lost and can never be made up for.
Late to school
The student line up begins at 8.30am, therefore all student are expected to be in school
ready to start this session at 8.25am. Any student who arrives after 8.30am will be

signed in late for school. This will result in an automatic detention the same day after
school. You will be informed of this detention via a text message.
Responsibilities
Everyone involved in the school community has a responsibility to promote good attendance.
However, our roles within that differ. Below sets out some guidance as to how those
responsibilities look:
The academy has the responsibility to:
• Provide a quality education.
• Promote good attendance.
• Have a clear and fully understood registration process, in accordance with statutory
regulations.
• Regular, accurate and efficient recording of attendance.
• Effective communication between the academy and the home.
• Early contact with parents when a student fails to attend.
• Take effective action when issues arise.
Students have the responsibility to:
• Attend the academy regularly.
• Arrive on time and appropriately prepared for the day.
• Inform their parents or a member of staff of any problem that may hinder them from attending the
academy.
• Accept help, support and guidance when offered and deemed appropriate.
Parents / Guardians have the responsibility to:
• To ensure their children attend the academy.
• Contact the academy whenever any problem occurs that may keep them away from the
academy.
• Contact the academy whenever their child is unable to attend.
• Ensure that their children arrive in the academy well prepared for the academy day.
• To work cooperatively with the academy and education authority to ensure that attendance is
treated as a priority.
Reintegration
•
•
•

•
•
•
•

The return to the academy for a student after long-term absence requires special
individualised planning.
The relevant Head of Year will be responsible for deciding on the programme for
return and the management of that programme.
All staff need to be aware that this is a difficult process that will require careful
handling and that any problems should be notified to the Head of Year as soon
as possible.
Programmes will be tailored to individual needs and may involve phased, parttime re-entry with support in lessons as appropriate.
Support will be arranged between the Heads of Year, tutor, Attendance Manager
and SENCo (if appropriate).
Parents will be involved and informed at each stage of the planned reintegration.
All strategies will be fully logged and form part of the students file.
Staff will be notified of the return of long term absentees via staff briefing
sessions.

Organisational Roles
Principal
• To oversee and keep attendance and procedural policy under review with Senior
Leaders and Academy Governors.
• To report to governors on levels of attendance.
Assistant Principal
• To liaise with Heads of Year to set and monitor targets for individuals, groups and years.
• To liaise with Education Welfare Officers and agree appropriate actions/allocation of resources.
• To oversee the operation of the attendance and registration systems and the collation of
attendance data.
• To oversee the work of Attendance Manager.
• To produce the attendance profile for the whole academy.
• To report to SLT and leadership group on attendance matters.
• To oversee the registration process and ensure that registers are completed accurately
and on time.
• To ensure that attendance remains a priority of the academy.
Heads of Year
• To receive and analyse attendance data for the relevant year group.
• To reinforce good practice at meetings.
• To promote attendance in weekly assemblies.
• To organise the issuing of awards and rewards for the Principal's assembly
• To liaise with the Attendance Manager on a weekly basis.
• To facilitate reintegration and formulate a reintegration plan in conjunction with the Head of
School, the Attendance Manager, SENCo and others, as appropriate.
• To initiate individual or group interviews as appropriate.
• To ensure that any sanctions issued for attendance and punctuality are completed.
• To ensure that their year groups attendance diamond is up to date (Pastoral Office).
• Heads of Year to monitor any students who are highlighted as pink or amber on the SOL
tracker (Staff Share/Pastoral).
• Heads of Year to update the tracker with their actions - ongoing.
Form Tutor
• Challenge absences on a daily/weekly basis with individual students and return
authorisation/ amendment list on a weekly basis.
• Praise good attendance on an individual and group basis.
• Challenge any anomalies on daily/weekly attendance which suggest truancy.
• Request parental letters explaining absences and return to Attendance Manager.
• Encourage/advise individual students on importance of attendance and punctuality.
• Monitor all students' attendance especially those students returned following
improvement
• Make personal contact with parents by phone.
• Display attendance tracker data each week during nominated form time.
• Distribute rewards and incentives where appropriate.
• Form Tutors to update the SOL tracker noting any action/communication during the
designated weekly attendance session.
Class Teacher
• To complete the register accurately and within the first 10 minutes of each lesson.
• To amend the register as necessary during the course of the lesson.
• To challenge non-attendance/ poor punctuality to lessons.
• To advise students of the impact on non-attendance on attainment and progress.

• To monitor attendance of individuals in lesson and advise the Attendance Manager of
any anomalies.
• To inform individuals of work missed due to absence from lesson.
• To challenge truancy from lessons
Attendance Manager
• To liaise between academy and home in cases of students with poor attendance.
• To liaise with EWO to conduct home visits based upon information and referral by
Heads of Year and the Assistant Principal.
• To liaise with relevant individuals in cases of reintegration for students with poor
attendance.
• To manage the academy's system of registration, advising the principal on any
incidents of inaccuracy for relevant action.
• To produce data required for the scrutinisation of attendance by all relevant persons.
• To produce notification of absence letters.
• To act as a conduit for the flow of information concerning attendance between
academy and parents.
• Each morning the Attendance Manager will identify the students who are absent and
contact home to ascertain reason.
• To assist with the preparation of Notification of Absence letters and to make ready
and available for posting.
• Monitors students on 'Unauthorised Absence' list (below 90% for previous academic
year).
• To make home visits where needed
• To produce weekly registers for each form tutor.
• To update the attendance league on a weekly basis.

Appendix -1
The De La Salle Academy
This document does not replace our existing Attendance Policy which can be found on our
website, but it outlines our attendance procedures for the period of school re-opening from
September 2020 until matters are reviewed in January 2021.
*Please refer to DfE guidance at the end of this document for information on vulnerability,
shielding and quarantine requirements
Background
In March 2020 when the coronavirus (COVID-19) outbreak was increasing, the Government
made amendments to the legislation which meant, parents would not be penalised or
sanctioned for their child's non-attendance at school.
It is now vital for all children to return to school to minimise the long-term impact of the
pandemic on children's education, wellbeing and wider development.
School Attendance will be compulsory from the beginning of the Autumn Term in
September 2020.
Your child will be welcomed back into school and the usual rules on School Attendance will
apply,
•

It is the duty of the parent to ensure that their child attends school regularly (where
the child is a registered pupil) and is of compulsory school age

•

It is the responsibility of the school to record attendance and follow up absence.

•

The availability of the local authority to issue sanctions relating to unauthorised
absence from school will now continue.

Who cannot attend school?
•

Pupils who have Covid symptoms.

•

Pupils who live in the same household as someone who has Covid symptoms.

Where this is the case, please refer to the NHS testing website and inform the
school immediately.
If someone in your household is extremely clinically vulnerable, the school will discuss
individual cases with parents as necessary.
Pupils who are shielding or self-isolating
We now know much more about coronavirus (COVID-19) and so in future there will be far
fewer children and young people advised to shield whenever community transmission rates
are high. Therefore, the majority of pupils will be able to return to school. However:
•

A small number of pupils will still be unable to attend in line with public health advice
because they are self-isolating and have had symptoms or a positive test result themselves; or because they are a close contact of someone who has coronavirus
(COVID-19)

•

Shielding advice for all adults and children paused on 1 August 2020. This means that
even the small number of pupils who will remain on the shielded patient list can also
return to school, as can those who have family members who are shielding. Read the
current advice on shielding

•

Where you and your child have been delayed in returning to the UK or travelling
abroad and have been told to remain at home, you should not attend school during
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the period of quarantine. Please discuss such circumstances with the school and provide documentary evidence in support of the absence; school will consider the circumstances of the trip/time abroad to inform our decision to authorise absence or not.
Current advice on travel corridors
•

If rates of the virus rise in local areas, children (or family members) from that area,
and that area only, will be advised to shield during the period where rates remain high
and therefore, they may be temporarily absent.

•

Some pupils no longer required to shield but who generally remain under the care of a
specialist health professional may need to discuss their care with their health professional before returning to school. You can find more advice from the Royal College of
Pediatrics and Child Health at COVID-19 - 'shielding' guidance for children and young
people.

Where a pupil is unable to attend school because they are complying with clinical and/or
public health advice, we will offer access to education at home resources. We will monitor
engagement with this activity to ensure learning is being accessed appropriately. This may
also apply to some pupils with Education Health Care Plans.
Where pupils are not able to attend school as parents are following clinical and/or public
health advice, absence will not be penalised.
All other pupils must attend school.
Pupils of compulsory school age must be in school unless a statutory reason applies and
where the absence has been authorised for example;
•

The pupil has been granted a leave of absence

•

The pupil is unable is unable to attend because of sickness

•

The pupil is absent for a necessary religious observance etc

We understand that some pupils, parents and households may be reluctant or anxious about
returning to school. This may include pupils who have themselves been shielding previously
but have been advised that this is no longer necessary, those living in households where
someone is clinically vulnerable, or those concerned about the comparatively increased risk
from coronavirus (COVID-19) , including those from Black, Asian and Minority Ethnic (BAME)
backgrounds or who have certain conditions such. This may also include some pupils with
EHCP plans.
If parents of pupils with significant risk factors are concerned, please discuss your concerns
with the school so that we can understand your situation and reassure you of the measures
we have in place to reduce the risk in school. The school may contact the SEND and School
Nursing Teams for advice and support, and we may require medical verification or other
relevant documentation in order to assess risk.
Punctuality
Some groups of pupils may be given staggered start and finish times to keep 'bubbles' apart
as they arrive and leave school. Where this is the case, you will be informed. Staggered start
and finish times will not reduce the amount of overall teaching time each child receives.
Please ensure your child arrives on time and is collected on time in order to minimise
disruption in line with the school's Covid risk management. Please contact the school ahead
if you are experiencing difficulties. If lateness persists, the school will want to discuss this
with you and agree some support measures; if matters do not improve, the lateness will not
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be authorised and the matter may be referred to the local authority Education Welfare
Service.
Please refer to our 'drop off and collection' arrangements and be aware that the gathering
of parents at the school gates and otherwise coming onto the site without an
appointment is not allowed.
Absence Procedures
•

Parents and carers should notify the school as normal if your child is unable to
attend on any given day. You must update the school regularly regarding any
ongoing absence.

•

Where a child is not regularly attending school, we will discuss this with you to
understand what the difficulties are and agree some supportive measures to improve
matters as early as possible. Normal absence procedures will be followed (please
refer to our main Attendance Policy found on our website at www.de-lasalle.co.uk

•

Where the school's efforts do not result in an improvement in attendance or
punctuality, and if there is no valid reason for the child to be absent, we will refer to
the local authority Education Welfare Service for additional support, advice and
statutory intervention.

Procedures for COVID related absence.
If a parent reports a pupil absence due to COVID symptoms they should stay at home, be
advised to get a test immediately and engage with NHS test and trace process. Tests can be
booked online through the NHS testing and tracing for coronavirus website or ordered by
telephone via NHS 119 for those without access to the internet.
-

Code X to be applied during the period of self-isolation until the outcome of the
test is known.

•

Parents must inform school immediately of the results of a test:

•

If a pupil tests negative, they should return to school the following day if they are well.

•

If the child tests positive they should follow the 'stay at home: guidance for
households with possible or confirmed coronavirus (COVID-19) infection' and must
continue to self-isolate for at least 10 days from the onset of their symptoms and then
return to school only if they do not have symptoms other than cough or loss of sense
of smell/taste. (This is because a cough or anosmia can last for several weeks once
the infection has gone) The 10-day period starts from the day when they first became
ill. If they still have a high temperature, they should keep self-isolating until their
temperature returns to normal.
-

•

Any siblings in the same household should continue self-isolating for the full 14 days.
-

•
•

Code X should be used for the period of self-isolation until the outcome of the
test is known. If a positive result is confirmed the pupil should be recorded as
code I (illness) until they are able to return to school.

Code X to be applied.

If a pupil tests positive but has no symptoms for COVID-19 they must self-isolate for
1O days, starting from the day the test was taken.
If they develop symptoms during this isolation period, they must restart their 10-day
isolation from the day they develop symptoms.
3
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-

•

After 10 days, if the pupil still has a temperature they should continue to self-isolate
and seek medical advice. The pupil does not need to self-isolate after 1O days if they
only have a cough or loss of sense of smell or taste, as these symptoms can last for
several weeks after the infection has gone.
-

•

Code X should be used for the period of self-isolation until the outcome of the
test is known. Once a positive result is confirmed, the pupil should be recorded
as code I (illness) until they are able to return to school.

Code I to be applied

For all pupils in a 'bubble' who have been sent home and asked to self-isolate for 14
days
-

Code X should be applied for all pupils who have been asked to self-isolate. The
coding would be updated to I if any of the pupils subsequently develop symptoms
and test positive f or COVID.

Pupils who are required by legislation to self-isolate as part of a period of
quarantine:
As usual parents should plan their holidays as part of school breaks. If a pupil is
required to be in quarantine on arrival in, or return to, the UK;
-

Code X is to be applied

-

From September, the normal rules will apply during the period of absence
relating to the holiday dates. Please refer to our main policy for guidance
regarding holidays taken during term time.

Referrals to the Education Welfare Service
•

All unauthorised absence is reported to the Education Welfare Service so the local
authority can offer additional advice and support to parents as necessary. Where
unauthorised absence is persistent, sanctions may be imposed to include warnings,
penalty notices, prosecution in the magistrate's court or an education supervision
order through the family proceedings court.

•

Where a child or family is away from home including abroad, and unable to return
home, parents are expected to provide the school with detailed information as to the
whereabouts, reasons for travel and estimated return dates. Where the school is not
satisfied with the reasons provided, the absence will not be authorised, and this could
result in the local authority issuing a Penalty Notice (please refer to our main
Attendance Policy)

•

Leave of absence can only be granted in exceptional circumstances, at the
discretion of the Headteacher and in accordance with the school policy as agreed by
the governing body. Holidays in term time are not viewed as exceptional
circumstances. There is no entitlement to time off during term time.

•

Where the school and the Education Welfare Service have failed to locate the
child/family within 20 school days, the child will be referred to the Local authority
Children Missing Education Pupil Tracking Officer (CME officer) who will
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undertake additional checks with other agencies to locate them, including
consultation with social care, the police, health and housing. Where these enquiries
do not lead to confirmation of the child's whereabouts, the matter will remain open to
that service who will widen their enquiries. In these circumstances, the school cannot
guarantee to keep a school place open for your child.
Safeguarding
If at any time the school are concerned for a child's safety or welfare from any year group, we will
consult with the relevant agencies and follow the local Safeguarding Children Partnership
procedures.

*Link to DfE Guidance https://www.gov.uk/government/publications/actions-for-schoolsduring-the-coronavirus-outbreak/guidance-for-full-opening-schools
https://www.gov.uk/guidance/coronavirus-covid-19-travel-corridors
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