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WHY IS
ATTENDANCE
IMPORTANT? 
 The aim of this booklet is to outline the importance of regular
attendance at school and to emphasise the impact it can have on
your child’s academic progress. Research indicates that there is a
direct link between poor attendance and poor achievement. 
Montgomery Academy has a minimum target of 98% attendance
for every child. A student who has 90% attendance misses almost 4
weeks of school every year. That’s over 100 hours of learning. 
 
If young people do not attend school regularly, they will experience
difficulty in keeping up with their studies. In addition, they also
miss out on the many activities and opportunities that we offer at
Montgomery Academy that support the curriculum and nurture
their growth into young adults. Students who do not attend school
regularly are at a greater risk of becoming involved in crime or
becoming a victim of abuse. 
 



Please note that Montgomery Academy operates an
emergency first aid facility only. 

If a student is unwell or has an accident during school hours, he
or she must follow the correct procedure and go to The Main
School Reception who will give appropriate first aid and
contact their Pastoral Manager. Parents will be contacted
should your child be unable to continue their lessons. 

Please ensure your contact details are up-to-date. 

A student sent home sick will have the remaining school
session recorded as an authorised absence, but further
absence from school should be covered by a telephone call by
8.15 am, medical evidence may be requested if students
attendance is being monitored. 
 

EMERGENCY
FIRST AID




USEFUL TELEPHONE NUMBERS
 





Montgomery Academy
Telephone:  

01253 356271
Email: 

admin@montgomery.fcat.org.uk 

Attendance Team
Telephone: 

01253 508583
Email: 

attendance@montgomery.fcat.org.uk



STUDENTS’
RESPONSIBILITIES
 

Aim for 100% attendance.

Follow the dress code set by Montgomery Academy.

Be punctual to tutor time and lessons. Students should be in
school at 8.40am for a prompt 8.45am start. Students arriving
after this time will receive a detention. 

Be equipped and ready to learn. 

Visit the toilets at break time and lunch time. 
 
Recipe for success:- 
 
1. Only stay at home if you are genuinely ill 
2. Avoid taking holidays in school time 
3. Get organised the night before and get enough sleep 
4. Talk to your parents about school and how you feel about it 
5. Talk to someone if something is bothering you—you are not
alone—we are here to help you. 
 



ABSENCE
 

If your child is absent from school through illness you will need to supply a
covering note in order for Montgomery Academy to consider authorising
the absence. If your child is being monitored (their attendance is below
95%) by the Attendance Team at Montgomery Academy or by the Pupil
Welfare Service, medical verification must be provided in order for the
absence to be authorised. 
 
You are asked to contact the school on the first morning of absence by 8.15
am by telephone on 01253 508583 and contact school each day the
absence continues. All evidence of absence must include your child’s name
and be dated by the medical service that your child has visited. This should
be handed in on the first day that they return to school. At any point during
an absence the Pastoral Team may visit in order to satisfy safeguarding
regulation and offer support where necessary. 
 
We ask that all medical appointments are supported by an official letter or     
appointment card prior to the appointment being taken. Appointments for   
routine check-ups should be made at the end of the school day or during
school holidays. Your child’s absence will be recorded as unauthorised on
the school register unless official documentation is provided. Where this is
provided the absence will be recorded as an authorised absence. Where a
medical appointment is unavoidably during the school day, we would
expect your child to attend school prior to the appointment and come
back into school following the appointment, dependent on the time of the
appointment. 
 



It is important that we help our young people to get into the good
habits that they will need in the work place. Excellent attendance
and punctuality are essential in their future employment and we

regularly receive requests from potential employers for references
regarding attendance and punctuality. 

 
Students who develop a poor pattern of attendance and

punctuality will be monitored by our Attendance Team and you
may be invited into school for a meeting with The Attendance

Manager, the Pupil Welfare Officer and a Senior Leader. 
 

As a parent, you are legally responsible for ensuring that your child
attends school regularly and is punctual. If you fail to ensure this,

you are committing an offence under the Education Act (1996)
which may lead to a fine of up to £2500 and/or a prison sentence.

You may also find yourself issued with a penalty notice. 
 

Persistent Absence (PA) is classed as any absence that equates to
over 10% of the academic year at any given time. Any student that

appears on the PA list may be monitored formally by the Pupil
Welfare Officer. 

 





PUNCTUALITY
  
It is important that all students conform
to the school’s expectations regarding
punctuality to school and to lessons. If

your child is late to school they will incur
a detention, we would encourage you to

speak with your child about the need
for good punctuality. 

 
If your child is persistently late for

school, you will be contacted to discuss
the reasons for this and may be invited

in to a meeting with the Attendance
Manager.

 
Persistent late’s after registration has

closed could lead to the Local Authority
issuing parents with a Fixed Penalty

Notice.
 





SUPPORT FOR YOUR CHILD
 We are always happy to support students and families with any issues relating to attendance
and punctuality. Please let us know if your child is unhappy at school and we will endeavour
to change things for the better where we can. Likewise we will contact you if we have any
concerns regarding your child. 
Staff to contact in this case are below. You can contact them through reception or their email
address is the first initial a (.) and surname followed by @montgomery.fcat.org.uk for
example: j.quinn@montgomery.fcat.org.uk 
 
Years 7 and 8
Mr P Morton KS3 Progress Leader 
Year 7
Mr J Quinn- Progress Manager 
Mrs McMillan- Pastoral Manager 

Year 8
Mr L Meakin– Progress Manager 
Mr D Benson– Pastoral Manager

Year 9
Mr C McArdle- Progress Manager 
Miss R Sharpe– Pastoral Manager

Year 10
Miss L Holden- Progress Manager 
Mr S Higgs- Pastoral Manager 

Year 11
Mrs L Gilderdale– Progress
Manager 
Mr M McGarvey– Pastoral
Manager

Lead Behaviour and
Attendance Manager
Mr T Burns
Mr D Burrows

Pupil Welfare Officer
Mrs C Duerden
Mr G Moyle

Attendance Manager
Mrs M Connor



PENALTY
NOTICES
 

 
NON ROUTINE ADMISSIONS 
 

PENALTY NOTICES FOR UNAUTHORISED LEAVE
OF ABSENCE, INCLUDING HOLIDAYS 
 

persistent* unauthorised late arrival at the academy (* persistent lateness
refers to students who arrive after the school register has closed more
than 3 times per half term) 
 persistent unauthorised absence from the academy (please see Appendix
1 of the attendance policy) 

These will be considered for: 

 

Penalty Notices can be applied for when a student has 10 sessions (5 days) of
unauthorised absence in a term or 14 sessions (7 days) over two successive
terms. Penalty Notices can be applied for when absences cross two academic
years (as per the trigger across two consecutive terms) 
Holidays will be unauthorised for all children. Fixed penalty notices will be
utilised for requests of 5 days or more, even if attendance is 100%. As a Trust we
expect parents to utilise clear school closure times for holidays. In very
exceptional circumstances, holidays may be authorised by the Headteacher
Parents may now be issued with up to 3 Penalty Notices in a year
Penalty notices can be issued when students are located in a public place
without justification during the first five days of any period of exclusion

 

 Initiating an integration plan and/or
referral to support staff as necessary.
Monitor attendance to ensure
student has settled into Academy life 
Maintain regular liaison with the
student’s parents/carers 
Refer to the Pastoral Manager and/or
PWO if problems with integration or
attendance persist.

The Academy welcomes non routine
admissions and will support the
student’s integration by: 

 



LEAVE OF 
ABSENCE
 

 

The Education Regulations makes clear that Headteachers may
not grant leave of absence during term time unless there are
exceptional circumstances. In exceptional circumstances the
school will consider a request for a leave of absence for one period
of absence during the academic year. Weddings and family
events are not classed as special or exceptional circumstances. 
You need to complete a Leave of Absence request form and
provide evidence to support your application and return it to
school at least six weeks prior to the proposed date of absence. 
Research indicates that fewer than 40% of pupils in secondary
schools with an average of 15 days or more absence per year
achieve 5 good GCSE passes. 
 

REWARDS
 If 100% attendance is achieved your child will receive a certificate,
a badge and a reward lunch in recognition of this achievement.
 
Pupils with poor attendance or punctuality may not be invited to
excursions, trips, end of school celebrations etc. 
 
If your child is late after the register has closed you may be liable
to receive a Fixed Penalty Notice from the Local Authority. 
 



WHAT CAN PARENTS
DO TO HELP?
 

YOU ARE LEGALLY RESPONSIBLE FOR: 
 

It is important that you inform us of any medical or emotional issues that may
be affecting your child’s attendance to enable us to offer the appropriate
support. If you suspect that your son or daughter is experiencing any
problems or issues at school that may be affecting their attendance please
make contact with us as soon as possible via their Progress Tutor, Progress
Manager or Pastoral Manager. This will alert us to any problems and help us
to work with you towards resolving any issues. It is important that your son or
daughter understands that you are working with the school to ensure that
there are no barriers to learning and that you do not condone absence. 
 

Ensuring your child receives full time education. 
Ensuring that your child attends school regularly. 

THE LAW
 

YOU CAN MEET YOUR LEGAL RESPONSIBILITIES,
AND GIVE YOUR CHILD A HELPING HAND, BY: 
 

Ensuring that your child attends school
every day. 
Ensuring your child is punctual by
leaving home in time to get to school.
Supporting and encouraging your child
in school by attending progress
evenings and other events. 
Making appointments for your child to
visit the doctor (except in urgent cases),
dentist or optician outside of school
hours. 
Informing school of absences giving
reason for absence. 
Providing a note for the school when
your child returns after an illness and/or
medical evidence.



Inset Days
Friday 1st September & Monday 4th September

2023

Term Starts  Tuesday 5th September 2023

Mid Term
Closure

Monday 23rd October 2023 – Friday 3rd
November 2023

Inset Day Monday 6th November 2023 

Closure After School Friday 22nd December 2023

Re-open Monday 8th January 2024

Inset Day Friday 9th February

Mid Term
Closure

Monday 12th February 2024 – Friday 16th
February 2024

Closure After
School  Thursday 28th March 2024

TERM DATES FOR THE
ACADEMIC YEAR 2023/24
 

Re-open Monday 15th April 2024

May Day
Closure

Monday 6th May 2024

Mid Term
Closure

Monday 27th May 2024 – Friday 31st May 2024

Closure After
School

 Thursday 25th July 2024




