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As Darwen Vale staff we aim to:   

● Create a culture of high aspirations, high motivation and high achievement for all  

●  Build a strong community based on fairness and personal responsibility  

● Welcome, value and respect all who come in the school  

● Be reflective and committed to our ongoing development as teachers and leaders, 

in our continuous strive for excellence  

● Promote positive dialogue and partnership with our community  

  

Our Core Values are 

 Teamwork 

Creativity  

Determination 

Problem Solving 

Risk Taking 

Passion 

   

 

We know that they will guide our work to create an outstanding academy which can transform the 

lives of our students.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

    



Policy Mission Statement  

Darwen Vale Aldridge Academy seeks to ensure that all students receive a full-time education that 

maximises opportunities for them to achieve their full potential in the context of Every Child Matters 

agenda: being healthy; feeling safe; enjoying and achieving; being able to make a positive contribution 

and, ultimately, to achieve economic well-being.   

Students play a vital part in ensuring the success of the Academy. We aim for an environment that 

enables and encourages all members of the community to aspire to excellence. Irregular attendance 

leads to educational disadvantage, therefore for students to gain the greatest academic and social 

benefit from their education, it is vital that they attend regularly and on time, every day the Academy 

is open, unless the reason for the absence is unavoidable. Academy staff will work with students and 

their families to ensure that each student attends regularly and punctually.  

To meet these objectives, Darwen Vale has an efficient and effective system of communication with 

students, parents and appropriate agencies to provide information, advice and support.  

It is worthy of note that:   

• It is widely known that the link between a student’s attendance and attainment is irrefutable.   

o Of students who miss between 10 per cent and 20 per cent of school, only 35 per 

cent manage to achieve five 9 to 5 GCSEs including English and maths.   

o Of students who miss less than five per cent of school, 73 per cent achieve five 9 to 

5 grades including English and maths.  

• Early poor attendance habits follow through into secondary school and employment.  

Aims  

• This policy aims to clarify the expectations we have of our students and clarify the points and 

procedures involved in the reporting of absences and lateness.  

• To maintain a high percentage of student attendance (95%) and punctuality (95%) at Darwen Vale 

Academy 

• To provide support, advice and guidance to parents and students.  

• To provide a systematic approach to gathering and analysing attendance-related data to promote 

timely and effective intervention at all levels within the Academy.  

• To maintain positive and consistent communication between home and the Academy.  

• To maintain effective partnerships with the Local Authority and other appropriate support services 

and agencies, including regular meetings between appropriate staff and Educational Welfare 

Officers.  

• To recognise and take in to account the needs of individual students when planning reintegration 

following significant periods of absence.  



Statutory Duties & Responsibilities  

Any absence affects the pattern of a child’s education and regular absence will seriously affect their 

learning. Any student’s absence disrupts teaching routines so may affect the learning of others in the 

same class.  

Ensuring regular attendance at Darwen Vale Academy is the legal responsibility of parents in the first 

instance and condoning absence on the part of parents from the Academy without a good reason 

creates an offence in law and may result in legal action.  

  

Working Partnerships  

Helping to create a pattern of regular attendance is everybody’s responsibility – parents / carers, 

students and all members of Academy staff.  

 To help us all to focus on this we will:  

• Register students’ attendance at every lesson.  

• Report to parents / carers on how their child is performing at the Academy, what their 

attendance and punctuality rate is and how this relates to their attainment.  

• Reward outstanding or significantly improving attendance.  

  

The following services are amongst those available to work with parents, students and teachers to 

ensure an excellent attendance can be maintained throughout a student’s school career:   

• School EWO 

• School Counsellors 

• Familywise support services 

• School Nurse  

• Educational Psychologists  

• Engage 

• MASH team 

• Children’s Services 

  

  

  

  

  

 

 

 

 

 



 

Types of Absence  

Every half-day absence from school has to be classified by the school (not by the parents), as either 

authorised or unauthorised. Parents must call in to explain any absence by 8:30am on every day of 

absence but this does not authorise the absence. Authorisation is given by the attendance officer and 

often requires medical evidence.  Parents must call the school Absence Line (01254 223000) or email 

to contact@darwenvale.com 

  

Authorised absences   

These are mornings or afternoons away from school for a good reason such as illness, medical/dental 

appointments (which unavoidably fall in school time), emergencies or other unavoidable causes.   

Authorised absences are still counted as an absence and will affect pupil attendance data.     

For authorised absences for medical or dental appointments, parents must provide the school with 

evidence and this will not be authorised until evidence has been supplied. Evidence may be in the form 

of:   

• Appointment card or letter  

• Copy of a prescription that was prescribed on the date of absence  

• A blue medical slip that is provided by school and this can be signed or stamped by the 

Doctor or Pharmacist 

• Packaging of prescribed medication with student name and date visible  

 

 

  

  

  

  

  

  

  



 

 

 

Unauthorised absences   

These are absences which the school does not consider reasonable and for which no “leave" has been 

given. This type of absence can lead to the Local Authority intervention using sanctions and/or legal 

proceedings. This includes:  

• Parents/carers keeping children off school unnecessarily for example; 

o Shopping, including for items of school uniform, looking after other children 

or birthdays  

• Truancy before or during the school day   

• Unexplained absences where there is no proof provided. 

• Children who arrive at school too late to be registered as present for the session in 

question  

• Day trips and holidays in term time which have not been agreed with the Academy.      

• Excessive illness without medical evidence    

• Children acting as carers  

  

Parents must contact the academy on every day of student absence. If this does not happen, the 

absence will be recorded as unauthorised.    

 

  

  

  

  

  

 

 



 

 

 

 

Issues with regular attendance   

Whilst a child may be off school because they are ill, sometimes they can be reluctant to attend school. 

Any problems with regular attendance are best resolved between the Academy, the parents and the 

child.  Please contact the child’s Assistant Head of Year in the first instance. 

 Parents can support their child by:  

• Ensuring regular and early bed times  

• Supporting children in completing their independent learning at home  

• Having uniform and equipment prepared the night before  

• Providing a healthy breakfast  

• Reporting any academic or social concerns promptly  

• Being positive about school (even if their own experience was less than positive)  

If a child is reluctant to attend school for any reason, a parent should speak to their child’s form tutor 

in the first instance. If for any reason, this continues then parents should contact their child’s Assistant 

Head of Year. 

  

  

  

  

  

  

  

  

  

 

 

  

 

  



Punctuality Procedures  

The academy is open from 8am and all students must be in school by 8.40am.   

• If there is a genuine reason for a student being late to school (e.g. a transport issue or the 

student was ill first thing in the morning but arriving later), then parents are expected to 

call the Absence Line before 8.30am to explain this in full. This will ensure that the student 

does not receive a detention and the parent will not get a text message from the school.   

• See the behaviour policy for information on the sanctions that result from poor 

punctuality.  

• If a student has a persistent late record, parents / carers will be required to meet with 

their child’s Assistant Head of Year for next year  

  

In accordance with the regulations, if a student consistently arrives after that time they will receive 

late mark on their attendance record for that morning session.   

  

Punctuality is very important, and arrivals after close of register will be treated in the same way as 

absence.  

  

Students are expected to arrive on time to all lessons during the day.   

• Failure to do this will result in a detention.   

• Repeated failure to be punctual to lessons may result in the student being placed onto a 

punctuality report, parents will be contacted and the student will be issued a central 

detention for each further instance of lateness to lessons.   

  

  

  

  

  

  

  

 

 

 

 



 

 

 

 

Attendance Procedures  

If a student in unable to attend school for any reason, parents are expected to follow the below 

procedures:   

  

• Parents are expected to contact the school absence line by telephone(01254 223000) or 

email (contact@darwenvale.com) by 8.30am on each day that their child is unable to 

attend school. If no one is available to take your call, please leave a voicemail clearly stating 

the name of the child, form group and reason for absence. If you require a call back from 

the attendance officer, you must clearly state this in your message.  

• Parents are expected to provide a letter to be brought in to school with the child on their 

return from absence to be handed in to reception to be kept in the student’s file. The 

letter is a legal requirement.   

• If a student is absent from school and parents have not informed the school of the reason, 

a text message will be sent out to parents that morning. It is an expectation that the parent 

will call the school following this message to speak with the attendance officer regarding 

their child’s absence.   

• If no contact can be made, then a home visit will be carried out by the School’s EWO. 

• If a child’s attendance becomes a concern, the parent will receive a letter from the 

academy informing them of this.   

• If attendance continues to decrease, parents will be invited in to a formal meeting with 

the Director of Learning to sign an attendance contract.   

• The attendance contract will be reviewed after a specified period of time and if there is 

no significant improvement, the parents may be invited to meet with the Attendance 

officer and Assistant Principal, or a Penalty Charge Notice may be issued to parents, or 

external agencies may be contacted.  

  

It is essential that the Academy has up-to-date telephone numbers, postal addresses and email 

addresses for parents / carers, in order to ensure that contact can be made without delay 

whenever necessary. It is the responsibility of parents / carers to ensure that any changes are 

notified to the Academy.  

  

  

  

 

 

 



 

 

 

Exceptional Leave  

Taking holidays in term time is illegal and will significantly affect a child’s schooling and progress. The 

Principal will not grant any leave of absence during term time unless there are exceptional 

circumstances as the September 2013 amendments to Registration regulations stipulate.  

Under no circumstances will requests for holiday in term time be granted.   

It is, however, acknowledged that there may be special circumstances where a parent feels that their 

child needs to be taken out of school. In these circumstances, parents should complete an discretionary 

leave of absence form at least 2 weeks prior to the requested date. The Principal will then consider 

the circumstances and write in response with reference to national recommendations.   

Reasons for Exceptional Leave will be logged on the student’s record and shared as part of the transfer 

/ transition process.   

Where the decision is taken to refuse permission for an exceptional leave of absence, 

the absence will remain unauthorised should the parent ignore this. In addition, the 

Academy will issue a Penalty Charge Notice to the parents and may also refer the  

matter to Children’s Services.  

  

Reintegration following an absence  

Any absence from school will result in the loss of learning for a student. They are therefore expected 

to independently complete any work and homework that they will have missed. Absence is never 

accepted as a reason for students to have incomplete class or homework.   

  

If a student is absent for an extended period of time for a medical reason, the Director of Progress 

will organise work for the student to complete during their absence and this will be marked and 

returned to the student promptly to ensure that learning remains as uninterrupted as possible.   

  
 

 

 

 



 

 

 

 

Penalty Charge Notices / Legal Proceedings  

The Education Act 1996 states that legal action can be taken when parents to pay any fines that have 

been issued as a result of their child’s poor absence.  

Penalty notices – a penalty charge notice can be issued on behalf of the local authority for the following 

reasons:   

• They fail to ensure their child attends school regularly  

• They allow their child to take holiday in term time without the school’s agreement  

• They fail to return their child to school on an agreed date after a leave of absence  

• A child persistently arrives late for school after the register is closed.   

 

Initial fines of £60 will be issued by the local authority with further penalties issued if this is not paid 

within 21 days. 

 

  

Attendance Strategies  

The academy will reward excellent and much improved attendance in many different ways throughout 

the year, including but not only:  

• Certificates and badges for students with 100% attendance  

• 100% attendance raffles at each rewards assembly  

• 100% Attendance rewards trip at the end of the academic year  

• Termly attendance reward activities  

 

Child missing from education (CME) 

If a child has been absent from school without permission (marked unauthorised) for a continuous 

period of 10 days, the Academy is legally required to inform the local authority. A CME referral will 

be submitted to their inclusion team to investigate the matter further. 

 

 

  

  

  



Staff Responsibilities  

Form Tutor  

The main role of the Form Tutor with regards to attendance is one of relationship building with both 

students and their parents. Form tutors will be expected to carry out the following tasks:  

• To chase medical evidence for absences  

• Contact parents regularly regarding attendance on instruction from the Assistant Head of Year   

• Reintegration – upon return from an absence check the pupil has caught up on missed 

classwork and homework  

• Speak to the Director of Progress immediately regarding student attendance concerns  

• Update classroom attendance display on a regular basis  

• Celebrate good and improved attendance  

  

Assistant Head of Year Director of Progress  

The main role of the Assistant Heads of Year is to monitor year group attendance and decide upon 

necessary interventions. Alongside this, they are are expected to:  

• Share Form Tutor good practise across their year team  

• Attend weekly meetings with the attendance officer  

• Effectively disseminate attendance data to Form Tutors  

• Organise and attend contract meetings with parents  

• Complete Social Care referrals  

• Attend relevant Social Care meetings. 

• Attend TAF meetings  

• Contact home for continued poor attendance  

• Call home if a student is absent for a period of 3 days 

Attendance Officer  

• Authorise / Unauthorised absences  

• Respond to Exceptional Leave of Absence requests  

• Daily absence calls / letters  

• In-Touch messages daily from the pastoral team 

• Register monitoring  

• Weekly attendance meetings with Assistant Principal  

 

 



Subject Teachers  

• Registers o Complete registers within the first 10 minutes of every lesson, every day  

o If a student is late, change the code to L and enter the minutes late when they arrive 

 o Email the attendance officer if a student is in the lesson but there is an incorrect pre-

populated code on SIMS  

• Ensure that students are reintegrated after a period of absence (including 1 day). Provide 

students with work to catch up on and inform them of any homework missed. It is an 

expectation that students who are absent complete all work missed.  

• Provide work for students who are absent for long term illness and mark this in a timely 

manner when returned  

 

  

Summary  

The Academy has a legal duty to publish its absence figures and its Attendance Policy 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 students to ensure the highest possible 

level of attendance.    

  

  


