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Leigh Academy

BEXLEY

Mission, Vision, Values and Ethos

Our Vision Statement:

At Leigh Academy Bexley, we believe in providing our young people with an extraordinary
education; one that unlocks curiosity, ignites ambition and forges a social conscience, enabling our
students to have an impact on the world around them. We are proud to be a truly comprehensive
academy; an academy where all students are valued, supported and inspired. For students to
thrive, we need to ensure that every student and staff member is invested in our community, that
everyone is included and respected. As such we place inclusivity at the heart of our
decision-making.

Our desire to create an extraordinary academy is built from our core values — Politeness, Kindness,
Respect, Courage, Resilience and Ambition. We believe that if our students and staff demonstrate
these values, they will be truly extraordinary individuals with the wisdom to make the right
choices.

Our Values and Ethos:
At Leigh Academy Bexley, our values are the cornerstone of everything we do.

Politeness

Behaviour that is respectful and considerate of other people
Respect

Due regard for the feelings, wishes, or rights of others
Kindness

The quality of being friendly, generous, and considerate
Courage

The ability to do something that frightens one; bravery
Ambition

A strong desire to do or achieve something. Desire and determination to achieve success
Resilience

The capacity to recover quickly from difficulties; toughness



Policy Review Dates

Date Description
30/09/2024 | Addendum added in line with LAT protocols September 2024
01/11/2024 | Information regarding lateness updated in line with Academy November 2024
protocols
31/08/2025 | Updates following review of internal attendance staffing and August 2025
protocols
EHE Guidance
Updates to contact details for key staff
21/07/2026 | References updated to include School Attendance (Pupil September 2026

Registration) (England) Regulations 2024
Updates to collection of medical evidence
Updated to reflect changes to Penalty notices and thresholds




Leigh Academy Bexley Attendance Policy

Positive attendance and academic achievement are an essential partnership for the success of any
child’s education. At Leigh Academy Bexley we strive to ensure our students and their families are
explicitly aware of the importance of good attendance and the impact it can have both positively
and negatively.

We consider any attendance above 98% to be outstanding and good when it is above 96%. When it
falls below 96% it means a student is averaging more than 2 days of each module. When
attendance drops to 90% or below, it is considered persistent absence. This equates to over 20
days absent in an academic year and studies show that this is likely to impact academic progress by
an academic year.

This policy will outline the expectations of Leigh Academy Bexley around attendance, along with
support measures we will provide and the follow up actions when expectations are not met.

At Leigh Academy Bexley we will ensure that:

e Every student has the right to access a broad and balanced education;

e No student is deprived of their educational opportunities by either their own absence or
lateness, or that of other students;

e Rapid action is taken, where necessary to ensure an improvement in attendance or
punctuality.

At Leigh Academy Bexley we recognise that:

e The vast majority of our students want to attend to learn, socialise with peers and fully
prepare themselves to take their place in society;

e Students and their families may require support at some stage in meeting attendance
obligations and responsibilities;

e Students who attend and are punctual, or make significant improvements need to be
rewarded so this is recognised and encouraged;

e |t is the responsibility of parents/carers to ensure their child’s attendance at the Academy
as set out by law (Section 7 of the Education Act 1996 and The School Attendance (Pupil
Registration) (England) Regulations 2024.

At Leigh Academy Bexley we will encourage 100% attendance by:

e C(Clear, consistent communication with parents/carers about importance of regular, prompt
attendance;

e Communicate with parents/carers to set improvement targets, when necessary, and share
these with students and parents/carers;

e Accurate completion of registers within the first 15 minutes of each lesson;

e Contact parents/carers, usually by text, if their child is absent and no reason has been
received;

e Utilise external agencies, where appropriate, to help support students/families when
necessary.



Legal framework

This policy has been created to include all requirements of the Department for Education’s
Working together to improve school attendance (August 2024). It also refers to the DfE's statutory
guidance on School attendance parental responsibility measures (January 2025). These documents
are drawn from the following legislation setting out the legal powers and duties from all
stakeholders: The Education Act 1996, The Education Act 2002, The Education and Inspections Act
2006 and The School Attendance (Pupil Registration) (England) Regulations 2024. This Policy also
refers to the DfE’s guidance on the school census, which explains the persistent absence threshold.
The Education Act 1996 states that: The parent of every child of compulsory school age shall cause
them to receive efficient, full-time education suitable:

a) to their age, ability and aptitude;
b) to any special educational needs, they may have;
c) either by regular attendance at school or otherwise.

Leigh Academy Bexley and the Leigh Academies Trust are dedicated to complying with attendance
laws set out by the legal framework and have set out this Attendance Policy accordingly.

Links with other policies

Child Protection Policy

Behaviour Management Policy

Special Educational Needs Policy

Assessment, Recording and Reporting Policy
Feedback Policy

Relationships and Sex Education Policy

LAT Policies: Attendance Policy and Suspensions Policy
DfE Guidance: Searching & Screening

DfE Guidance: Children Missing Education

Roles & Responsibilities
1. London Borough of Bexley

As part of our Academy approach to maintaining/improving attendance, London Borough of Bexley
will:

e Ensure that the importance of attendance is made clear to both parents/carers and students.

e Annually review the Attendance Policy and ensure that all provisions are in place to allow staff,
parents and students to implement the policy effectively.

e Ensure that the Academy is implementing effective means of recording attendance and
organising that data, including for the children who are educated off-site.

e Have a School Liaison Officer (Inclusion & Attendance) to provide core functions.

e Communicate and advise: regularly provide updates, share examples of good practice, provide
training where necessary.

e Multi-disciplinary support for families: including access to Early Help support workers to work
intensively with families to provide practical whole-family support where needed to tackle the
causes of absenteeism and remove the barriers to attendance.

e Legal intervention: take forward attendance legal intervention where other support has not
been successful or engaged with.



2.

Monitor and improve the attendance of children with a social worker through their virtual
school.

Leigh Academies Trust (including the Attendance Welfare Officer)

As part of our Academy approach to maintaining/improving attendance, LAT Governance will:

3.

Review attendance regularly and scrutinise data, holding leaders to account.

Annually review the Attendance Policy and ensure that all provisions are in place to allow staff,
parents and students to implement the policy effectively.

Appoint an Attendance Welfare Officer to support the Academy with improving attendance
(including weekly visits to discuss current attendance and carry out home visits where
necessary).

Academy Leadership Team

As part of our Academy approach to maintaining/improving attendance, the Academy Leadership
Team will:

4.

Nominate a member of the Academy Leadership Team to oversee attendance throughout the
Academy and an Attendance Lead in each College to coordinate its attendance.

Be active in their approach to promoting excellent attendance to both students and parents/
carers.

Ensure that the Academy’s teaching and learning experiences encourage regular attendance
and that students are taught about the importance and value of high attendance for their own
progression and achievement.

Review the Attendance Policy annually and ensure it is updated with Government legislation,
Local Authority guidance and that the Academy Leadership Team are aware of guidance/
legislation.

Ensure staff are up to date with the Attendance Policy, their roles in promoting and recording
attendance as well as how to recognise and deal with attendance issues.

Report regularly to both Leigh Academies Trust

Ensure clear systems are in place to record and report attendance and that they work
effectively.

Academy Attendance Officer/Academy Attendance Assistant

As part of our Academy approach to maintaining/improving attendance, the Academy Attendance
Officer/Academy Attendance Assistant will:

Record messages left on the student absence line and provide the unauthorised absence list
for College SSMs to make calls home.

Coordinate daily texts and emails to go out to parents/carers where their child is absent
without notification.

Highlight any safeguarding concerns around attendance to the DSL/DSO and relevant College.
Liaise with College staff, LAT attendance officers and Bexley Educational Welfare Officers to
support and encourage positive relationships to improve attendance.

Coordinate reporting and monitoring of attendance each lesson across the academy.



5.

College Attendance Leads (Deputy Heads of College and Student Services Managers)

As part of our Academy approach to maintaining/improving attendance, the Academy College
Attendance Leads will:

Coordinate phone calls to be made for daily unauthorised absences within their College.
Regularly review attendance data with the Heads of College and ensure letters are sent to
parents/carers whose child’s attendance has become a concern.

Arranging meetings where necessary between the Academy and families to improve
attendance. Also direct the LAT Attendance Officers and Bexley Educational Welfare Officers
involvement with PA and SA students.

Highlight any safeguarding concerns around attendance to the DSL/DSO.

Monitor and improve the attendance of Looked After Children and those with a social worker.

All staff

As part of our Academy approach to maintaining/improving attendance, all staff will:

7.

Complete their registers within the first 15 minutes of every lesson (at the very latest).

Build and maintain positive relationships with students and families.

Discuss attendance with their tutees and report any possible barriers to the relevant College
teams.

Actively engage in any CPD/training on or around attendance.

Parents/Carers

As part of our Academy approach to maintaining/improving attendance, all parents/carers will:

Ensure the Academy has up to date contact details for their child (including contact numbers
and addresses).

Ensure their child attends the Academy during school hours and to avoid appointments during
these times.

To make contact, preferably before 8am, in the event their child is unable to attend.

To communicate with the relevant College team in the event there are any barriers to their
child attending.

Attendance register
By law, all schools (except those where all students are boarders) are required to keep an accurate
attendance register, and all students must be placed on this register.

The attendance register will be taken at the start of the first session of each school day and once
during the second session. It will record whether every student is:

Present
Attending an approved off-site educational activity
Absent
Unable to attend due to exceptional circumstances



Leigh Academy Bexley’s attendance code list is in line with the Department for Education’s
‘Working together to improve school attendance’ (Page 77). Every entry in the attendance register
will be preserved for 3 years after the date on which the entry was made. Students must arrive in
school no later than 8.25am on each school day ready and prepared for the first period at 8.30am.

Unplanned absence and illnesses

Parents/carers must notify the Academy on the first day of an unplanned absence by 8.00am. This
can be done by email or telephone to the Academy. Where a student exceeds more than 3 days
absence within a year, medical evidence may be requested for any further future absences where
absences are complex, long-term, frequently recurring, or where there is genuine, reasonable
doubt about the authenticity of the illness

Medical or dental appointments

Parents/carers should make every effort to ensure these appointments are made outside of school
hours. Where it cannot be avoided, students should attend the academy for as much of that day as
possible.

Authorised absences

There may be some instances where the Academy will authorise absence such as a family
bereavement. All authorised absences other than medical appointments or illness require a leave
of absence request to be emailed to info@bexley.latrust.org.uk with subject heading ‘Student
Leave of Absence request’.

Off Site Direction

In the event the academy decides that your child will be educated by someone else, known as an
off site direction, it is essential that your child attends the provision. Attendance will be
unauthorised if this is not the case.

Fixed term suspensions
In the event a student is issued with a fixed term suspension, this is treated as an authorised
absence. These will be dealt with in line with the Academy’s Behaviour Management Policy.

Family holidays and extended leave

We cannot permit leave of absence for holidays. The Principal has power to grant authorised
absence for exceptional circumstances. In the event there is such a request this must be put in
writing to the attention of the relevant Head of College and we ask for a minimum of two weeks
notice. Where students have taken unauthorised leave, they may receive a Fixed Penalty Notice,
particularly where they have not received consent from the Academy.

Religious observance

The Academy recognises there may be times where students of different faiths observe religious
festivals that fall outside of the Academy's holidays and weekends. We will allow authorised
absences for these times. These absences will be verified by our Academy Attendance
Officer/Academy Attendance Assistant in conjunction with London Borough of Bexley as they hold
the official record for dates of religious observance. Parents will be aware of these dates and
should give the Academy written notice in advance.


https://assets.publishing.service.gov.uk/media/66bf300da44f1c4c23e5bd1b/Working_together_to_improve_school_attendance_-_August_2024.pdf
mailto:info@bexley.latrust.org.uk

Punctuality

Registration begins from 8.30am daily. Students who arrive after this time but before 8.55am
(8.50am on a Wednesday) must sign in with the Student Support Manager at the student entrance.
Those who arrive after this time must sign in at the main reception. Students who are recorded as
late will be required to complete a LOPT at the end of that Academy day as detailed below:

° From 8.26am - 8.40am, a 30-minute loss of personal time (LOPT)
° From 8.41am - 9.15am, a 60-minute loss of personal time (LOPT)
° Late arrival beyond 9.16 am+, students will spend the day in Tatton (internal isolation)

Any unjustifiable reason for lateness will be recorded as unauthorised. It is imperative students
sign-in to ensure that appropriate health and safety regulations are followed. There will also be
sanctions implemented on those who are late/persistently late. This can be found set out in the
Behaviour Management Policy.

Attendance monitoring for students at risk/vulnerable

All students are monitored closely including any student who is recorded as vulnerable or at risk.
All concerns are recorded, reported and acted upon immediately with appropriate staff and
external agencies where necessary. Safeguarding procedures and agency referral procedures are
followed when required, as set out in our Child Protection Policy.

Persistence and severe absence

Students who have less than 90% attendance at any one time are recorded as persistent
absentees. Those with less than 50% attendance at any one time are recorded as severe
absentees.

Interventions & Penalty Notices

The Academy and London Borough of Bexley will make use of a full range of interventions rather
than relying solely on fixed penalty notices or prosecution. It is for individual schools/academies
and the London Borough of Bexley to decide whether to use them in an individual case after
considering the individual circumstances of a family.

These are:

e Breakthrough Attendance Improvement Plans (BAIP)

e Notice to Improve (NTI)

e Education supervision orders (issued by the London Borough of Bexley)

e Attendance prosecution (AS1 referral completed by the Academy to the London Borough of
Bexley)

Parenting Orders and Voluntary Orders (London Borough of Bexley)

e Fixed Penalty Notices (London Borough of Bexley)

London Borough of Bexley can fine any adult with day-to-day care for the unauthorised absence of
their child, from school, where the child is of compulsory school age. The National Framework for
Penalty Notices is as follows:
e First Offence: The fine is £160, reduced to £80 if paid within 21 days.
e Second Offence (same parent, same child within a rolling 3-year period): The fine is a flat
£160 with no option for a reduced rate.
e Third Offence (within 3 years): A third penalty notice cannot be issued; the case must
escalate directly to prosecution or alternative statutory pathways.



A referral to London Borough of Bexley will be made dependent on criteria being met.
This may take into account:

e 10 sessions (5 school days) of unauthorised absence within a rolling 10 school weeks period
(this can include being late after 9am);

e One-off instances such as unauthorised holiday (10 sessions or 5 days);

e Where a fixed term suspended student is found in a public place during school hours without
reasonable justification. If the payment has not been made after 28 days, London Borough of
Bexley can decide whether to prosecute a parent or withdraw the notice.

Strategies for promoting attendance:

Regular communication with staff, students and parents/carers;

The effective use of MCAS so parents can access their child’s attendance;
Texts sent out for students who are absent without reason;

Letters in the event a student's attendance falls below expectations;
Home visits where necessary;

Utilise external agencies where necessary;

Displays for tutor group attendance;

Attendance Improvement Plans;

Certificates and rewards for students with positive attendance;

We have a limited number of uniform items which can be loaned if this is a barrier to
attendance.

Strategic Data Use

The attendance data for every student, tutor group, college, year group and key group is
monitored and analysed on a daily or weekly basis. This allows patterns and outliers to be quickly
identified. Student Support Managers provide the live student context that resulted in the data to
senior leaders. Collaboratively, they then work together to create and prioritise additional action
steps to continuing with our established effective daily processes. We relentlessly continue to
employ strategies to improve attendance as we aspirationally aim for all students having 100%
attendance.

Reducing Persistent and Severe Absence

Persistent absence is defined as a student having under 90% attendance. This is equivalent to
missing half a day of schooling every week. Students who miss this much education will not reach
their potential and do less well in formal examinations. Student Support Managers identify
students who have just above or just under 90% attendance. They then proactively work at
motivating and inspiring students to improve their attendance to above 95%.

Colleges work intensively with the family of any student who has attendance below 90%. Student
Support Managers attempt to communicate and work with families on a daily basis to improve the
student’s attendance. The attendance team meets regularly to discuss the bespoke strategy that
needs to be implemented for each student who has below 90% attendance. The meeting focuses
on how the Academy and Local Authority can support in removing any barriers to the student
having good attendance.
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Severe attendance is defined as a student having under 50% attendance meaning that they miss
out on at least half of their education. This is an extremely concerning situation that will have
lasting negative effects on the student’s future. Therefore we are morally obligated to intensively
work with the student, family, Local Authority and other relevant professionals to employ
strategies to remove any barriers to the student’s attendance. This can include but is not limited to
parents or carers being fined by the Local Authority.

Children Missing from Education (CME)

London Borough of Bexley procedures to safeguard missing children states that the Attendance
Officer/Lead should be responsible for checking-in with, and referral of, any student who has not
attended, been seen or contact made from parents regarding their absence of more than 20 days.
A home visit will be conducted before this referral is made.

Removing a Student from Roll

As per the School Attendance (Pupil Registration) (England) Regulations 2024, when all possible
actions have been taken, we will remove the student from the Academy roll due to continued
serious absence.

Where a student has failed to attend the Academy within 10 school days, immediately following an
authorised leave of absence, and there are no reasonable grounds for the student not to attend,
the Academy and Local Authority will make reasonable enquiries to ascertain where the student is,
and if unable to establish the student’s whereabouts we will remove from roll [The School
Attendance (Pupil Registration) (England) Regulations 2024].

Where a student has failed to attend the Academy for 20 school days or more and absence is
unauthorised, and there are no reasonable grounds for the student not to attend, the Academy
and Local Authority will make reasonable enquiries to ascertain where the student is, and if unable
to establish the student’s whereabouts we will remove from roll [The School Attendance (Pupil

Registration) (England) Regulations 2024].

We will only enter pupils on the admission register where we have received written confirmation
that the person with control of the pupil’s attendance has accepted the school place.

Where the local authority has offered a place at the school but no written confirmation of
acceptance has been received from the person with control of the pupil’s attendance, we will write
to the local authority requesting evidence in writing and will not enter the pupil onto the
admission register until this has been received. If written confirmation is not received within 10
school days, the offer of a place will be withdrawn and offered to another pupil in accordance with
our Admissions Policy.

We will enter pupils’ names on the admission register on the first day that the school and a person
with control of the pupil’s attendance have agreed that the pupil will attend the school. If no date
has been agreed or notified, the pupil’s name will be entered on the first day they attend the
school. Names must be added before, or at the beginning of the first session on that day.

Where a pupil does not attend on the agreed date, we will send a letter to the person with control

of the pupil’s attendance asking them to confirm in writing within 10 school days that they wish to
take up the place. If written confirmation is not received within 10 school days, the pupil’s name
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will be removed from the admission register and the place offered to another pupil in accordance
with the admission policy.

Elective Home Education (EHE)

If parents or carers take the dedicated decision to educate a child at home, they must tell the
Academy of this in writing — this letter or email should be addressed to the Principal and include
the date of decision to home educate and a brief explanation of the reasons for EHE.

Once this letter is received, the Academy will remove the student from the Academy roll and
advise the Elective Home Education Officer of the Local Authority, who will make contact with
parents or carers. If an EHE request letter or email is not received, the student remains on the
Academy roll and action may be undertaken following irregular or non-academy attendance
procedures, again this could lead to prosecution or an instant fine under the Anti — Social
Behaviour Act 2003 and under Section 444 of the Education Act 1996.

Key contacts

The first port of call, for any attendance queries or concerns, is your child’s Student Support
Manager for attendance. Please call the academy of email your college using one of the email
addresses below:

knolecollege@bexley.latrust.org.uk
holkhamcollege@bexley.latrust.org.uk
petworthcollege@bexley.latrust.org.uk
woburncollege@bexley.latrust.org.uk

Attendance Champion
If your Student Support Manager is unable to resolve matters then please reach out to our Senior
Attendance Champion. Our Senior Attendance Champion is Mr Chris Dillon and he can be

contacted via the info@bexley.latrust.org.uk email address.

DfE National Attendance Codes (2024 Regulations)

Leigh Academy Bexley’s attendance code list is in line with the Department for Education’s
‘Working together to improve school attendance’. For a full list of statutory attendance codes and
their definitions, please refer to the Appendix at the end of this policy.

Present at School or Attending Off-Site Educational Activity

Code Description Category

/ Present in school during morning session Present

\ Present in school during afternoon session Present

L Late arrival before the register has closed Present

B Off-site educational activity (approved and Attending Approved Educational
supervised) Activity

K Attending alternative provision arranged by the Attending Approved Educational
Local Authority Activity
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Approved sporting activity

Educational visit or trip organised by the
academy

Work experience (for secondary pupils)

Authorised Absence

Code

C

C1

Cc2

Description

Leave of absence granted for exceptional
circumstances

Leave of absence granted for regulated
performance or employment

Leave of absence granted for a compulsory
school age pupil subject to a part-time timetable

Suspended or permanently excluded (and no
alternative provision made)

IlIness (medical or dental absence)
Medical or dental appointment
Religious observance

Study leave (for public examinations)

Traveller absence (where the family is travelling
for occupational purposes)

Unauthorised Absence

Code

G

Description

Unauthorised leave of absence (e.g., family
holiday not agreed by Principal)

Reason for absence not yet provided (Temporary
code; must be resolved daily)

Unauthorised absence (no valid reason provided
or reason not accepted)

Arrived after the register has closed
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Attending Approved Educational
Activity

Attending Approved Educational
Activity

Attending Approved Educational
Activity

Category

Authorised Absence

Authorised Absence

Authorised Absence

Authorised Absence

Authorised Absence
Authorised Absence
Authorised Absence
Authorised Absence

Authorised Absence

Category

Unauthorised Absence

Unauthorised Absence

Unauthorised Absence

Unauthorised Absence



Unable to Attend Due to Exceptional Circumstances (Not Counted as Absence)

Code

Y1

Y2

Y3

Y4

Y5

Y6

Y7

Description

School closure due to unavoidable circumstances
(e.g., severe weather, safety)

Inability to travel due to disruption to local travel
or transport arranged by school/LA

Inability to attend due to widespread outbreak of
disease / public health advice

Pupil in criminal justice system / remanded in
custody

Part of school day missed due to medical
appointment or educational activity off-site

Inability to attend due to statutory requirement
(e.g., quarantine or jury service)

Enrolled at another school under dual-registration
arrangements

Prospective pupil not yet on the admissions
register

Planned whole-school closure (e.g., school
holidays, INSET days)
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Category

Administrative

Administrative

Administrative

Administrative

Administrative

Administrative

Administrative

Administrative

Administrative
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