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Document Management Information 

Applicable to: All staff in all Academies including individuals employed by the Trust, 
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1. Introduction 

1.1. The David Ross Education Trust (the Trust), all its employees and volunteers, are committed to 
promoting the welfare of all children. The policy reflects its responsibilities in ensuring that 
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• The academy’s strategy for reducing persistent and severe absence, including provision 
for academy-based interventions as well as access to wider support services available to 
help remove the barriers to attendance and when support will be formalised in 
conjunction with the local authority.  

• The point at which fixed penalty notices for absence and other sanctions will be sought if 
support is not appropriate (e.g. for an unauthorised holiday in term time), not successful, 
or not engaged with.  

• Set out the length of time the register will be open, after which a pupil will be marked as 
absent to proactively manage lateness.  

6.3. Academies will enter pupils on the admission register at the beginning of the first day on which the 
academy has agreed, or been notified, that the pupil will attend the school. If a pupil fails to attend 
on the agreed or notified date, the academy will undertake reasonable enquiries to establish the 
child’s whereabouts and consider notifying the local authority at the earliest opportunity.  

6.4. Effective and timely use and sharing of register data is critical to improve attendance. Each academy 
will use the electronic management information system Bromcom to keep their attendance and 
admission registers.  Registers are legal records and the academy will preserve every entry in the 
attendance or admission register for 3 years from the date of entry. All staff at the academy will 
accurately complete attendance registers, taking the attendance register in the morning and once 
during the afternoon session. This will include monitoring and responding to the attendance and 
absence of pupils attending alternative providers and on managed moves to other local academies.  

6.5. Academies will have an effective first day calling processes in place to follow-up absence which will 
include contacting the parent, and where appropriate foster carers/ social workers or safeguarding 
leads at the alternative provider. Attendance officers will conduct home visits to support families as 
appropriate.  

6.6. Academies will regularly monitor and analyse attendance and absence data to identify pupils or 
cohorts that require support with their attendance and put effective strategies in place. Academies 
have a duty to investigate any unexplained absences. They will build strong relationships with 
families, listen to and understand barriers to attendance and work with families to remove them. 
Academies will share information and work collaboratively with other schools in the area, local 
authorities, and other partners when absence is at risk of becoming persistent or severe. Academies 
will hold regular meetings with the parents of pupils who the academy or the local authority 
consider to be vulnerable or are persistently or severely absent to discuss attendance and 
engagement with the academy. Th
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attendance). In extremely rare circumstances, academies might prosecute parents where all other 
routes have failed or are not deemed appropriate. This could include making the case for a 
community or parenting order where the parent is convicted to secure engagement with support.  

7.3. Academies will agree with their local authority the intervals at which they will inform local 
authorities of the details of pupils who fail to attend regularly (PNAR) or have missed ten school 
days or more without permission. The academy and the local authority will work jointly, making 
reasonable enquiries to establish the whereabouts of the child. Where a pupil has not returned to 
school for ten days after an authorised absence or is absent from school without authorisation for 
twenty consecutive school days, the pupil can be removed from the admission register.  

8. Support for pupils with Special Educational Needs and Disabilities and those with physi9 (h w 0.22 9 p)2.32 
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15. Related Policies  

15.1. This policy is related to the following other Trust policies: 

• Safeguarding and Child protection policy 
• Exclusion policy 
• SEND policy 
• Supporting pupils with medical needs 
• Pupil premium strategy 
• Behaviour and Ethos policy 

 

Appendix A – Attendance Policy Checklist  


