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Introduction 
 
For a child to reach their full educational achievement a high level of school attendance is essential. 
We will consistently work towards a goal of 100% attendance for all children. Every opportunity will 
be used to convey to pupils and their parents or carers the importance of regular and punctual 
attendance.  
 
School attendance is subject to various Education laws and this school attendance procedures 
document is written to reflect these laws and the guidance produced by the Department for Education 
and Skills. 
 
Each year the school will examine its attendance figures and set an attendance target.  Performance 
towards the target is monitored and reported to each Academy Council meeting.   
 

The Academy’s target for 2023/2024 is 96%. 
 
The school will review its systems for improving attendance at regular intervals to ensure that it is 
achieving its set goals. 
 
Eastgate Academy’s named Attendance Officer is Mrs. Carole Walker, who can be reached at the 
Academy between the hours of 8:00 a.m. and 4:00 p.m. Monday to Friday.   
 
Eastgate Academy’s Designated Safeguarding Lead is Miss Kerensa Healy, who can be reached at 
the Academy between the hours of 8:00 a.m. and 4:00 p.m. Deputy Designated Safeguarding Leads 
are Mrs. Linda Hothersall, Mr. Ben Paull, Mr. Andrew Stratton, and Mrs. Carole Walker.  
 
School Procedures 
 
The Academy opening times are 8:15 a.m. until 3:00 p.m.  
 
Any child who is absent from school at morning or afternoon registration period must have their 
absence recorded as being authorised, unauthorised or as an approved educational activity 
[attendance out of school]. Only the principal or the Attendance Officer acting on their behalf can 
authorise absence. If there is no known reason for the absence at registration, then the absence 
must be recorded in the first instance as unauthorised.  
 
Morning registration will take place at the start of school at 8:45 a.m. The registers will remain open 
for 30 minutes. Any pupil arriving after 9.14 a.m. will be marked as being late (U – unauthorised 
absence) unless there is an acceptable explanation i.e., school transport was delayed. In cases, for 
example, where the absence at registration was for attending an early morning medical appointment, 
the appropriate authorised absence code will be entered. 
  
The afternoon registration will open at      12:15 p.m.  
and will close at                        1:30 p.m. 
 
Registers are open for 75 minutes during the afternoon due to EYFS, KS1 & KS2 taking lunches at 
separate times from 11:30 a.m. through to 1:15 p.m.   
 
Pupils arriving after the start of school but before the end of the registration period will be treated, 
for statistical purposes, as present. 
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Daily procedures when a child is absent 
 
Before 9:30 a.m. Parents/Guardians are asked to contact the school by one of two ways to report 
their child absent from school: - 
 
Telephone the school office – 773088 or 
Email the Attendance Officer on – attendance@ega.eastern-mat.co.uk 

 
If a child is absent and the class teacher or office has no knowledge of their absence, then the 
procedures below will be followed: 
 

1. The class teacher will inform the attendance officer via the electronic register, noting any 
information they may have received; 
 

2. The attendance officer will initiate contact with parents before 10:30 a.m. (through telephone, 
text, or email), until contact is made.  
 

3. If there has been no response by 11:00 a.m. the attendance officer will again try to contact 
parents and/or all other listed SOS contacts. 
 

4. If the office staff are not present, then a teaching assistant will be asked to make the calls. 
 
 
The school will continue to try wherever possible to follow this up, daily, if necessary, until a 
satisfactory answer as to why the child has been absent has been received. If the child returns to 
school and no satisfactory answer is received, then this will be registered as an unauthorised 
absence. 

 
Second & Third Days of Absence 
 
If a child is still absent from school on the second or third day and all measures of contact have been 
exhausted and no contact has been made with a parent or guardian, the Attendance Officer and 
another member of staff will carry out a routine home visit. If there is no response at home, then a 
letter will be sent to express our concerns about the child and ask the parents to contact the school 
the same day that they receive the letter. 
 
Sixth Day Absence 
 
If there has been no contact for 6 days, then a final letter will be sent to the parent/guardian. 
 
If there are any concerns at all regarding the welfare of a child at any point during the child’s absence, 
then a home visit will be carried out by the Attendance Officer/DSL and another member of school 
staff.  
 
Ten Days’ Absence 
 
The absence of any pupil without an explanation for 10 consecutive days will be notified to the Local 
Authority by submitting a referral to the Children’s Services Attendance Team. The school will include 
details of the action that they have taken. 

 
 
 

mailto:attendance@ega.eastern-mat.co.uk
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Frequent Absence 
 
It is the responsibility of all staff in each academy to be aware of, and bring attention to, any emerging 
attendance concerns and to alert the Attendance Officer. 
 
In cases where a pupil begins to develop a pattern of absences, the school will try to resolve the 
problem with the parents through the following stages, moving to the next stage each time if there is 
no significant improvement in attendance: 
 

Stage 1 

 

 

At the point where attendance has dropped below 96% the Schools Attendance 
Officer will contact parents informally by letter or email to raise concerns and 
give parents the opportunity to come in and discuss any attendance issues.  

 

Stage 2 

 

 

At the end of each half term, the parents of any child whose attendance is 
below 90% will be sent an invitation to attend a 1:1 telephone interview with an 
Assistant Principal or their child’s phase group leader to discuss attendance and 
progress.  

Stage 3 If no improvement is made the Attendance Officer will meet with a member of 
the Senior Leadership Team to schedule an Early Intervention Attendance Plan 
meeting with the parents.  

Stage 4 The School’s Attendance Officer will contact parents via letter/email to arrange 
the Early Intervention Attendance Plan meeting. This will be led by the 
Attendance Officer and a member of the Senior Leadership Team. Discussion 
at this meeting will usually follow the format of the Attendance Support Plan 
(see Appendix 1) 

Stage 5 

 

 

The fast track or fixed penalty procedures involving legal action will start and be 
carried out by the Academy’s Attendance Officer. (A copy of the fast track and 
fixed penalty procedures and paperwork can be obtained from the attendance 
officer and are kept electronically on the school’s server). 

Stage 6 Formal referral to the County Attendance Support and Enforcement Team for a 
prosecution to be considered.  

 
Support Systems 
 
Eastgate Academy recognises that poor attendance can be an indication of difficulties in a family’s 
life. This may be related to problems at home and or in school. Parents are encouraged to inform 
school of any difficulties or changes in circumstances that may affect their child’s attendance and or 
behaviour in school, for example, bereavement, divorce/separation, incidents of domestic abuse. 
This will help the school identify any additional support that may be required. 
 
We also recognise that some pupils are more likely to require additional support to attain good 
attendance. 
 
As a school we will implement a range of strategies to support improved attendance. Strategies used 
may include: 
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• Discussion with parents and pupils 

• Pupil voice activities 

• Nominating a friendship buddy 

• Reward systems 

• Additional learning support 

• Behaviour support 

• Reintegration support – part-time timetable 

• Attendance improvement plan 

• Engaging the support of other agencies 

Support offered to families will be child centered and planned in discussion and agreement with both 
parents and pupils. Where parents fail or refuse to engage with the support offered and further 
unauthorised absence occurs, the Attendance Officer will consider the use of legal sanctions 
following consultation with the Local Authority. 
 
A Welcome Back 
 
It is important that on return from an absence, pupils are made to feel welcome. This should include 
ensuring that the pupil is helped to catch up on missed work and brought up to date on any 
information that has been passed to the other pupils. 
 
Absence notes 
 
Notes received from parents explaining absence are filed within the individual pupil’s file and held in 
the school office for the remainder of the academic year. If there are attendance concerns about the 
pupil that may require further investigation, then the notes may need to be retained for a longer 
period. 
 
Promoting attendance 
 

  The school uses opportunities as they arise to remind parents/guardians that it is their responsibility 
to ensure that their children receive their education.  
 
The school uses a variety of rewards for pupils who have good or improving attendance:   
(See Appendix 2 for rewards). 
 
Holidays in term time 
 
Holidays during term time are actively discouraged and are not permitted. Parents are reminded of 
the effect that absence can have on a pupil’s potential achievement. The current regulations from the 
Department for Education say that Headteachers/Principals may not give permission for leave of 
absence during term time for any reason unless there are exceptional circumstances.   
 
Parents must apply in advance for permission for any leave of absence. (See Appendix 4) 
 
The Local Authority operates a system where any pupil will meet the criteria for legal intervention 

where they have: 

 

• at least 9 sessions (4.5 school days) lost to unauthorised absence by the pupil during the last 

6 school weeks. 
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The intervention could be in the form of a fixed penalty notice. Any pupil at Eastgate Academy who 

meets the criteria will be referred to the Local Authority for action to be considered. 

 

If a fixed penalty notice is issued the arrangement for the payment will be detailed on the penalty 

notice. The penalty is £60 if paid within 21 days of receipt of the notice, rising to £120 if paid after 21 

days but within 28 days of the receipt of the notice. The fixed penalty notice is per parent per child. 

You should be aware that failure to pay the total amount within the timescale will result in legal action 

being taken. 

   
The registration system 
 
The school ultilises electronic registration via Pupil Asset. Registers are completed both a.m. and 
p.m. by teaching staff and checked by the Attendance Officer. National codes are used to record 
attendance information.  
 
 

Appendices 

 
The following pages contain appendices relevant to Eastgate Academy’s attendance procedures.  
 

• Appendix 1 Template Attendance Support Plan  

• Appendix 2 Attendance Rewards  

• Appendix 3 School risk assessment for pupil missing education 

• Appendix 4 CME process



 
                                                                                                                                                                                                    Attendance Support Plan  

Appendix 1 
 

Date of Meeting:   Location:   

  

Enter the name of the pupil(s) 

Name of pupil:   School:   

Date of Birth:   Year Group:   

  
Name of pupil:   School:   

Date of Birth:   Year Group:   

  

Invitees Name: DOB: (parents) Role & Organisation: Attended? (Y/N) Apologies given? (Y/N) 

          

          

          

          

          

          

          

  

Family Information: Full details of all other parents and siblings should be requested where this information is NOT known. 

Parent(s): 
Name:   Name:   

DoB:   DoB:   

Address:   Address:   

  

WHY ARE WE HERE? SCHOOL INTERVENTIONS/SUPPORT PROVIDED TO DATE: 
In this section, you should discuss: the child’s attendance to date providing and attaching a copy of the herringbone, impact in terms of academic progress, 
social development, behaviour, and emotional well-being as well as potential impact on outcomes for the child in all areas if low attendance continues.   
Ensure school support to date (both academic and pastoral) is noted including any EHAPs, support panels, and previous legal interventions (FPNs and Fast 
Track Prosecutions) if applicable.   
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WHAT’S WORKING WELL?  
(Identify and record pupil strengths that can be built upon to secure improved 
school attendance and the actions undertaken by parents to address the 
issue)   

WHAT ARE WE WORRIED ABOUT?  
(Identify and record the reasons for poor school attendance including barriers 
to improving the situation e.g. home issues, school issues, relationships, 
friendship groups, all relevant safeguarding concerns and the impact of 
absence on the child’s attainment and progress) 
  

Parent(s): 
•   

Parent(s): 
•   

Child (complete and attach wishes and feelings): 
•   

Child (complete and attach wishes and feelings): 
•   

School: 
•   

School: 
•   

Other (professional or family member):  
•   

Other (professional or family member):  
•   

  

FAMILY NETWORKING: 

Are there friends and family who can support the family? Yes / No 

Does Family Group Conferencing need to be explored 
further? 
(Contact FNA@norfolk.gov.uk for support and guidance) 

Yes / No If yes, add to the action plan below. 

Comments:   

    
  

 

 

 

 

mailto:FNA@norfolk.gov.uk


9 

 

WHAT NEEDS TO HAPPEN?  
Actions should be SMART (Specific, Measurable, Achievable, Realistic and Timely) Ensure actions support the family and child and note 
all support and actions on-going and new. 
Actions to be taken:  By When: Person(s) responsible:  How will we know it is 

working? (Child 
focused) 

1.         

2.         

3.         

4.         

5.         

6.         

  

OTHER KEY ISSUES DISCUSSED: (Please ensure you record any other issues/key points not captured above) 

•   

  

  

The undersigned confirm that this is an accurate record of the discussions and outcomes agreed within the meeting.  

School Representative(s): 

Name: 

 
  Date:   Signature:   

  

Name: 

 

 

  Date:   Signature:   
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Other Professional(s) (i.e., Social Worker, Family Practitioner, Medical Professional, etc.): 

Name:   Date:   Signature:   

Parents(s): 

Please delete as applicable: 

1. I agree with the content of these minutes and the plan. I acknowledge that should attendance not improve, and thresholds are 
met the school may begin the Fast Track to Attendance process. 

2. I do not agree with the content of the Attendance Agreement for the following reasons: 

      

  

Name:   Date:   Signature:   

Please delete as applicable: 

1. I agree with the content of these minutes and the plan. I acknowledge that should attendance not improve, and thresholds are 
met the school may begin the Fast Track to Attendance process. 

2. I do not agree with the content of the Attendance Agreement for the following reasons: 

      

  

Name:   Date:   Signature:   

Child or Children (this section is voluntary for the child to complete): 
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Please delete as applicable: 

1. I am happy with this plan. 
2. I am not happy with this plan because: 

      

  

Name:   Date:   Signature:   

Please delete as applicable: 

1. I am happy with this plan. 
2. I am not happy with this plan because: 

      

  

Name:   Date:   Signature:   

        
 
 
 



 
Appendix 2    
 
Eastgate Attendance Rewards  
 
Eastgate Academy has a range of awards for attendance, rewards for individuals as well as rewards 

for a child’s class. Our 2023—2024 academic year rewards are: - 

 

Weekly 

 

All classes which have achieved 97% or above by registration on Thursday morning, will be rewarded 

with either waffles or pancakes for their breakfast on a chosen day the following week.   

Every class that achieves over 98% after p.m. registration on a Friday, will be rewarded with a non-

uniform day, on a chosen day the following week.  

Any class that achieves 100% attendance for an entire week will have the choice of one of the 

following rewards: - 

 

 An off-timetable afternoon with time to watch a movie and bring in their own snacks/sweets; 

 

 An off-timetable afternoon to play their choice of sports/games or an extra afternoon playtime.          

        

Termly – Class Awards 

 

We have a termly leaderboard on display in our assembly hall.  Each week, during assembly the 

attendance monitors (Eastgate Heroes) move the class positions up or down accordingly so that all 

the classes see where on the leaderboard their class is for attendance over the term.  The class at 

the top of the leaderboard at the end of the term will have a choice of one of the following awards: - 

 

 Take Mrs. Hothersall to McDonalds for a McDonalds lunch. 

 

 Visit the Majestic Cinema to watch a movie; 

 

 Try out some exciting new skills with Mr. Nick Hothersall—fencing, archery, art, circus skills etc.  

 

◊ Enjoy an off-timetable afternoon of arts, crafts or cookery.   

 

Termly - Individual Awards  

 

All pupils who have achieved 100% attendance for an entire term have their names put into a draw 

to win some fantastic prizes which may include a brand-new laptop.  All other prizes are very kindly 

donated by The Friends of Eastgate Academy.  They are also given a gold certificate from Mrs. 

Hothersall.  Any pupil achieving between 97—99% attendance is rewarded with a sliver certificate.  

 

Once per term there is also the opportunity for each child to win a pupil specific reward for 100% 

attendance during a specific set time frame (usually 6 school weeks).  Each child that achieves 100% 
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during the set time frame wins a trip to the Majestic Cinema to see a newly released film.  This once 

per term incentive is funded from a donation received by the Friends of Eastgate Academy. 

 

 

Annually: - 

 

All pupils who achieve 100% for an entire academic year get the opportunity to go to Waterstones 

with Mrs. Hothersall, to pick a book of their choice and are then taken to McDonalds for an ice cream.  

 

We also have a further leaderboard in the school assembly hall where the class positions are moved 

up or down accordingly and shows how the classes are doing with their attendance during the 

academic year.  The class at the top of the leaderboard at the end of the academic year wins the 

opportunity to choose the reward of their choice from the half termly award options.  

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



14 

 

Appendix 3 

Eastgate Academy risk assessment for possible pupil  
missing education 

 

Pupil 
name 

 Date of 
birth 

 Year 
group 

 

 
Possible pupil missing education checklist 
 

Day one-ten   

Action taken By whom 
and when 

Outcome 

Contact the parent using all available 
contact numbers/email. 

  

Contact any other relatives/emergency 
contacts using all available contact 
numbers/email addresses. 

  

Check within school for information: 
▪ Staff 
▪ SENCO 
▪ Pastoral staff 
▪ Friends 

  

Check with sibling/s school/s.   

Check with other agencies involved with 
the family. 

  

Visit the family home to establish whether 
the family still resides at the property and 
any information about forwarding address. 

  

 

If reason for pupil leaving is established 
with sufficient evidence, submit off roll 
notification under relevant regulation 

If reason for pupil leaving is not 
established, conduct possible pupil 
missing education telephone 
consultation to agree joint enquiries 

 
 

Identifying risk factors   
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Refer to Designated 
Safeguarding Lead to 
inform: 

Is there good reason to believe 
that the pupil may be the victim of 
a crime? 

 

▪ Police 
and/or 

Has the child gone missing from 
home? 

 

▪ Children’s Advice 
and Duty Service 
or 

Does the pupil have a Pupil 
Protection Plan or Pupil in Need 
Plan? 

 

▪ child’s current 
Children’s 
Services worker 

Is the pupil looked after by 
Norfolk LA (Local Authority) or by 
another LA and has LAC Virtual 
School been notified of this? 

 

 
Does the pupil have a Children’s 
Services worker, and have they 
been notified? 

 

 
Is a Section 47 pupil protection 
enquiry about to start? 

 

 
Is there a person present in or 
visiting the family with previous 
convictions for an offence against 
pupil (Schedule 1 offender, 
Children and Young Persons Act 
1933) or another person 
suspected of previously harming 
a pupil? 

 

 
Is there a history of domestic 
violence, parental mental health 
issues or substance misuse? 

 

 
Is the pupil at risk of child sexual 
exploitation? 

 

 
Is the pupil at risk of child criminal 
exploitation? 

 

 
Are there wider concerns about 
the pupil and family with regards 
to radicalisation? Could they be 
travelling abroad? Has a Prevent 
referral been made? 

 

 
  

Is this very sudden and 
unexpected behaviour of the pupil 
or family? 

 

Refer to Designated 
Safeguarding Lead to 
consider the 
vulnerability of the  

Have there been any past 
concerns about the pupil 
associating with significantly older 
young people or adults? 

 

child and following risk 
assessment, inform 
relevant services  

Was there any significant incident 
prior to the pupil’s unexplained 
absence? 
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which may include: 
▪ Police 
▪ Children’s Advice 

and Duty Service 

Are there health reasons to 
believe that the pupil is at risk? 
e.g., does the pupil need 
essential medication or health 
care? 

 

▪ Children’s 
Services Worker 

▪ Healthy Child 
Service 

Was the pupil experiencing any 
mental health or substance 
misuse issues prior to their 
unexplained absence? 

 

▪ Youth Offending 
Team 

Does the pupil have any special 
educational needs? 

 

▪ Harmful Sexual 
Behaviour Team 

Has the child been a victim of 
bullying in or out of school? 

 

▪ EHCP (Education 
and Health Care 
Plan) Coordinator 

▪ Early Help 

Are there religious or cultural 
reasons to believe that the child 
is at risk? e.g., rites of passage or 
forced marriage planned for the 
child? Female genital mutilation? 
Historical information relating to 
older siblings? 

 

 
Have there been past concerns 
about this child and family, which 
together with the sudden 
disappearance are worrying? 

 

 
Are there concerns about the 
parent/carer’s ability to protect 
the child from harm? 

 

 
Has there been any change in the 
child/family’s financial 
circumstances? 

 

 
Is there a history of poor 
attendance? 

 

 
Have parents faced prosecution 
for irregular school attendance? 

 

 
Is there a history of frequent 
house or school moves? 

 

 
Are there immigration issues?  

 
 
 

What are we worried about? What's working well? 

Danger Statement – Who is worried, what 
are they worried about, why are they 
worried – in the short-long term if nothing 
changes. 

Safety Goal – What would you need to see 
to not have any worries about danger and 
feel confident the child is safe. 

Scale of Safety – On a scale of zero to 
ten; where 0 is our worries of past 
harm/complicating factors means the child 

What brings you to this point on the scale? 
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is not safe and 10 is everything is working 
well in the child’s family to keep them 
safe, where would you rate the worry? 

  

 

 



Appendix 4                                                                CME 
PROCESS 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

Pupil stops attending Eastgate Academy 

Attendance Officer investigates absence 

Evidence gained of change of school or address 
No evidence gained of change of school or address, despite home visit, 

phone calls, texts and emails to all known listed contacts. 

Day 1 – 10 checks - Enquiries made with any sibling school; Enquiries made 
within child’s class (peers); Enquiries made with any known agencies 

(involved with child/family); DSL contacts CADS or Police if ongoing risk 
assessment suggests child may be at risk of harm. 

 

The new address or school is confirmed by the Admin/Attendance 
Officer initially by phone and then via email. 

 

Admin/Attendance Officer completes online CME form 

Admin/Attendance Officer send CTF to new school 

CME form is submitted to CME Team at NCC and the pupil is 
removed from the Academy’s roll. 

Academy completes NCC risk assessment form for possible pupil missing 
education 

Attendance Officer phones CME Team for a consultation. 

CME Team carry out further investigations. Time scale and review 
date set. 

CME Team confirm that everything has been done to find the 
student and they can be removed from roll. 

Admin/Attendance Officer completes CME form & submits to CME 
Team at NCC and the pupil is removed from the Academy roll. 



Appendix 4                                                                  CME 
Process  

19 

 

 
i 

 

Permanent 
Exclusion 

Elective Home 
Schooled 

Move to 
New 

Address 

Move to New 
School 

Within 1.8 miles 
if under 8 years 
or within 3 miles 
if over 8 years 

Yes No 

Stay at 
current 

school until 
transfer 
takes 
place. 

Obtain new 
address and 
flight/travel 

details if 
appropriate. 

Remove from roll on Pupil Asset. 
 
Complete CME. 
 
Send CTF and paper files (SEND and Safeguarding) 
recorded delivery. 
 

Obtain 
confirmation 
email from 
new school 

Obtain letter of 
intent from 

parents – remove 
from roll on date 

of letter. 

Follow 
procedure. 

Remove from roll 
after statutory 
appeal period 
has expired. 

Child to be taken off 
Roll 


