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1. Ai ms 

We ar e commi tt ed t o meeting our obli gati on wi t h regards t o school  att endance t hrough our whol e-school  
cul t ure and et hos t hat val ues good att endance, i ncl udi ng:  

 Pr omoti ng good att endance  

 Reduci ng absence, i ncl udi ng persi st ent and sever e absence 

 Ensuri ng every pupil has access t o t he f ull-ti me educati on t o whi ch t hey ar e entitled 

 Acti ng earl y t o addr ess patter ns of absence 

 Bui l di ng strong rel ati onshi ps wi t h f ami li es t o ensur e chi l dren have t he support i n place t o att end school  

We wi ll al so pr omot e and support punct ualit y i n att endi ng l essons.  

2. Legi sl ati on and gui dance  

Thi s poli cy meet s t he requi re ment s of t he worki ng t oget her t o i mpr ove school  att endance from t he 
Depart ment f or Educati on (Df E), and ref ers t o t he Df E’ s st at ut ory gui dance on school  att endance par ent al 
responsi bility measur es. These document s ar e dr awn from t he f oll owi ng l egi sl ati on setti ng out t he l egal  
power s and duti es t hat gover n school  att endance:  

 Part 6 of The Educati on Act  1996 

 Part 3 of The Educati on Act  2002 

 Part 7 of The Educati on and I nspecti ons Act 2006 

 The Educati on ( Pupil Regi strati on) ( Engl and) Regul ati ons 2006 (and 2010, 2011, 2013, 2016 
a mend ment s) 

 The Educati on ( Penal t y Not i ces) ( Engl and) ( Amend ment) Regul ati ons 2013 

Thi s poli cy al so ref ers t o t he Df E’ s gui dance on t he school  census, whi ch expl ai ns t he persi st ent absence 
t hreshol d. 

3. Rol es and responsi biliti es  

3. 1 The gover nors of the school  

The gover nors ar e responsibl e f or: 

 Pr omoti ng t he i mport ance of school  att endance acr oss t he school’ s poli ci es and et hos 

 Maki ng sur e school  l eaders f ulfil expect ati ons and st atut ory duti es 

https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
https://www.gov.uk/government/publications/parental-responsibility-measures-for-behaviour-and-attendance
https://www.gov.uk/government/publications/parental-responsibility-measures-for-behaviour-and-attendance
https://www.legislation.gov.uk/ukpga/1996/56/contents
https://www.legislation.gov.uk/ukpga/2002/32/contents
https://www.legislation.gov.uk/ukpga/2006/40/contents
https://www.legislation.gov.uk/uksi/2006/1751/contents/made
https://www.legislation.gov.uk/uksi/2006/1751/contents/made
https://www.legislation.gov.uk/uksi/2013/757/regulation/2/made
https://www.legislation.gov.uk/uksi/2013/757/regulation/2/made
https://www.gov.uk/guidance/complete-the-school-census
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 Regul arl y revi ewi ng and chall engi ng att endance dat a 

 Moni t ori ng att endance fi gures f or t he whol e school  

 Maki ng sur e st aff recei ve adequat e trai ni ng on att endance 

 Hol di ng t he headt eacher t o account f or t he i mpl ement ati on of t hi s poli cy 

3. 2 The headt eacher (desi gnat ed person)  

The headt eacher i s responsi bl e f or:  

 I mpl ement ati on of t hi s poli cy at t he school   

 Of f eri ng a cl ear vi si on f or att endance i mpr ovement  

 Moni t ori ng school -l evel  absence dat a and reporti ng it to gover nors 

 Supporti ng st aff wi t h moni tori ng t he att endance of i ndivi dual  chil dren 

 Moni t ori ng t he i mpact of any i mpl ement ed att endance strat egi es  

 I ssui ng fi xed- penal t y noti ces, wher e necessary 

 Wor ki ng wi t h t he Att endance and Wel f ar e Offi cer t o devi se speci fi c strat egi es t o addr ess ar eas of poor 
att endance i dentifi ed t hrough dat a 

 Wor ki ng wi t h t he Att endance Offi cer t o arrange call s and meeti ngs wi t h par ent s t o di scuss att endance 
i ssues 

 Ensuri ng t hat t arget ed i nt erventi on and support i s deli ver ed t o chil dren and f ami li es  

3. 4 The Att endance and Welf are Offi cer 

The school  att endance offi cer i s responsi bl e f or:  

 Moni t ori ng and anal ysi ng att endance dat a (see secti on 7) 

 Bench mar ki ng att endance dat a t o i dentify ar eas of f ocus f or i mpr ovement  

 Pr ovi di ng regul ar att endance report s t o school  st aff and r eporti ng concer ns about att endance t o t he 
headt eacher and gover nors. 

 Wor ki ng wi t h educati on wel f are offi cers t o t ackl e persi st ent absence 

 Advi si ng t he headt eacher when t o i ssue fi xed- penal t y noti ces and compl eti ng necessary paper work 

3. 5 Cl ass teachers 

Cl ass t eachers ar e responsi bl e f or recor di ng att endance on a dail y basi s, usi ng t he correct codes, and 
sub mi tti ng t hi s i nf or mati on to t he school  offi ce. Thi s needs t o be done wi t hi n hal f an hour of each regi strati on 
peri od (8: 55 and 13: 00).  

3. 6 School offi ce st aff 

School  offi ce st aff will: 

 Take call s from par ent s and car ers about absence on a day-t o-day basi s and recor d it on t he school  
syst em 

 Tr ansf er call s from par ent s t o t he att endance and wel far e offi cer i n order t o pr ovi de t hem wi t h mor e 
det ail ed support on att endance  

3. 7 Parent s/ carers  

Par ent s/ car ers ar e expect ed t o: 

 Make sur e t hei r chil d att ends every day on ti me 
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 Cal l t he school  t o report t heir chil d’ s absence bef or e 9:00a m on t he day of t he absence and each 
subsequent day of absence (unl ess an absence peri od i s di ct at ed on medi cal  grounds eg. A hospi t al st ay) 
and advi se when t hey ar e expect ed t o ret ur n. 

 Pr ovi de t he school  wi t h more t han one emer gency cont act number f or t hei r chil d 

 Ensur e t hat, wher e possi ble, all appoi nt ment s f or t hei r chil d are made out si de of the school  day 

3. 8 Chil dren 

Chi l dren ar e expect ed t o: 

 Att end school  every day on ti me 

 Be i n t hei r cl assr ooms i n time f or regi strati on 

 

4. Recor di ng attendance 

4. 1 Attendance regi ster  

We wi ll keep an att endance regi st er, and pl ace all chil dren ont o t hi s regi st er. 

We wi ll t ake our att endance regi st er at t he st art of t he first sessi on of each school  day and once duri ng t he 
second sessi on. It will mark whet her every pupil i s: 

 Pr esent  

 Att endi ng an appr oved off-si t e educati onal  acti vity 

 Absent  

 Unabl e t o att end due t o excepti onal  ci rcumst ances 

Any amend ment t o t he att endance regi st er will i ncl ude: 

 The ori gi nal  entry 

 The amended entry  

 The reason f or t he amendment  

 The dat e on whi ch t he amend ment was made  

 The name and posi ti on of the person who made t he amend ment  

See appendi x 1 f or t he Df E att endance codes.  

We wi ll al so recor d:  

 For chil dren of compul sory school  age, whet her t he absence i s aut hori sed or not  

 The nat ur e of t he acti vity if a pupil i s att endi ng an approved educati onal  acti vity 

 The nat ur e of ci rcumst ances wher e a pupil i s unabl e t o att end due t o excepti onal  circumst ances 

We wi ll keep every entry on t he att endance regi st er f or 3 years aft er t he dat e on whi ch t he entry was made.  

Chi l dren must arri ve i n school  by 8: 55 on each school  day, but t hey may come i nto t he school  buil di ng from 
8: 45. Ther e i s no supervi sion on pl aygr ounds bef or e school  so chil dren ar e expect ed t o arri ve i n t hi s 
ti meframe and go strai ght to cl ass.  

The regi st er f or t he first sessi on will be t aken at 8: 55 and will be kept open until 9:30. The regi st er f or t he 
second sessi on will be t aken at 13: 00 and will be kept open until 13: 30 

4. 2 Unpl anned absence  

The pupil’ s par ent/ car er must notif y t he school  of t he reason f or t he absence on t he first day of an unpl anned 
absence by 9: 30, or as soon as pr acti call y possi bl e by calli ng t he school  offi ce st aff. Ther e i s al so an 
answer phone f or messages out of hours.(see al so secti on 7). 
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We wi ll mark absence due to ill ness as aut hori sed unl ess t he school  has a genui ne concer n about t he 
aut henti city of t he ill ness.  

If t he aut henti city of t he ill ness i s i n doubt, t he school  may ask t he pupil’ s par ent/car er t o provi de medi cal  
evi dence, such as a doct or’s not e, pr escri pti on, appoi nt ment car d or ot her appr opri at e f or m of evi dence. We 
wi ll not ask f or medi cal evi dence unnecessaril y. 

If t he school  i s not sati sfi ed about t he aut henti city of t he ill ness, t he absence will be recor ded as unaut hori sed 
and par ent s/ car ers will be notifi ed of t hi s i n advance.  

4. 3 Pl anned absence  

Att endi ng a medi cal  or dental  appoi nt ment will be count ed as aut hori sed as l ong as t he pupil’ s par ent/ car er 
notifi es t he school  i n advance of t he appoi nt ment.  

However, we encour age parent s/ car ers t o make medi cal  and dent al appoi nt ment s out of school  hours wher e 
possi bl e. Wher e t hi s i s not possi bl e, t he pupil shoul d be out of school  f or t he mi nimu m amount of ti me 
necessary.  

Par ent s and car ers may request l eave f or appoi nt ments ver ball y but will be requi red t o pr ovi de a scr eenshot 
of an appoi nt ment, appoi ntment car d or l ett er. Wi t hout  t hi s, l eave will be unaut hori zed.  

The pupil’ s par ent/ car er must al so appl y f or ot her t ypes of t er m-ti me absence as f ar i n advance as possi bl e of 
t he request ed absence. Go t o secti on 5 t o fi nd out whi ch t er m-ti me absences t he school  can aut hori se.  

4. 4 Lat eness and punct uality  

Chi l dren who ar e l at e f or school  oft en mi ss i mport ant i ntroducti ons t o t he l ear ni ng for t he day. It i s di srupti ve 
f or t he cl ass and can be embarr assi ng and unsettli ng f or t he chil d.  

A pupil who arri ves l at e: 

 Bef or e t he regi st er has cl osed (9: 30) will be mar ked as l at e, usi ng t he appr opri at e code 

 Aft er t he regi st er has cl osed will be mar ked as absent, usi ng t he appr opri at e code 

Wher e a chil d i s persi st ently l at e, st aff will t al k t o par ent s/ car ers and off er support t o ensur e t hat punct ualit y 
i mpr oves. Thi s may be f oll owed up i n writi ng and an attendance meeti ng will be arranged if it does not 
i mpr ove. The emphasi s i s on underst andi ng t he barri ers t o punct ual  att endance and pr ovi di ng support 
wher ever possi bl e. 

4. 5 Foll owi ng up unexpl ai ned absence 

Wher e any pupil we expect  t o att end school  does not att end, or st ops att endi ng, wi t hout reason, t he school  
wi ll: 

 Cal l t he pupil’ s par ent/ car er on t he mor ni ng of t he first day of unexpl ai ned absence t o ascert ai n t he 
reason. If t he school  cannot reach any of t he pupil’ s emer gency cont act s, t he school  may vi sit t he home 
and cont act poli ce if t he f ami l y cannot be l ocat ed.  

 I dentify whet her t he absence i s appr oved or not  

 I dentify t he correct att endance code t o use and i nput it as soon as t he reason f or absence i s ascert ai ned – 
t hi s will be no l at er t han 5 wor ki ng days aft er t he sessi on 

 Cal l t he par ent/ car er on each day t hat t he absence conti nues wi t hout expl anati on t o ensur e pr oper 
saf eguar di ng acti on i s t aken wher e necessary. If absence conti nues, t he school  wi ll consi der i nvol vi ng an 
educati on wel f are offi cer 

4. 6 Reporti ng t o parent s/ carers 

The school  will regul arl y i nfor m par ent s about t hei r child’ s att endance and absence l evel s, ensuri ng t hat 
par enst/ car ers ar e awar e if t hei r chil d’ s att endance or punct ualit y f all s bel ow accept abl e li mi t s.  
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5. Aut hori sed and unaut hori sed absence  

5. 1 Appr oval for ter m-ti me absence  

The headt eacher will onl y grant a l eave of absence t o a pupil duri ng t er m ti me if they consi der t her e t o 
be ' excepti onal  ci rcumst ances' . A l eave of absence i s grant ed at t he headt eacher’ s di screti on, i ncl udi ng t he 
l engt h of ti me t he pupil i s aut hori sed t o be absent f or. 

We defi ne ‘ excepti onal  ci rcu mst ances, f or exampl e, as:  

• The deat h of a si bli ng, par ent or grandpar ent.  

• The f uner al  of a si bli ng, parent or gr andpar ent. Thi s woul d i ncl ude reasonabl e travel  onl y and not a 
pr ol onged st ay away.  

• A seri ous acci dent t hat t he chil dren was et her i nvol ved i n or wi t nessed 

• A si gni fi cant event i nvol vi ng poli ce.  

The school  consi ders each appli cati on f or t er m-ti me absence i ndi vi duall y, t aki ng i nt o account t he speci fi c 
f act s, ci rcumst ances and rel evant cont ext behi nd t he request.  

Any request shoul d be submi tt ed as soon as it i s anti cipat ed and, wher e possi bl e, at l east 7 days bef or e t he 
absence. Request s f or absence must be made t o t he headt eacher, i n writi ng,  stati ng t he reason f or t he 
request. The headt eacher may requi re evi dence t o support any request f or l eave of absence.  

Val i d reasons f or aut hori sed absence i ncl ude:  

 Ill ness and medi cal / dent al appoi nt ment s t hat cannot be t aken out si de of school  time( see secti ons 4. 2 and 
4. 3 f or mor e det ail) 

 Rel i gi ous observance – wher e t he day i s excl usi vel y set apart f or reli gi ous observance by t he reli gi ous 
body t o whi ch t he pupil’ s par ent s bel ong.  If necessary, t he school  will seek advi ce from t he par ent s’ 
reli gi ous body t o confi r m whet her t he day i s set apart  

 Tr avell er chil dren travelli ng f or occupati onal  pur poses – t hi s covers Ro ma, Engli sh and Wel sh gypsi es, 
Iri sh and Scotti sh travell ers, showmen (f ai rground peopl e) and ci rcus peopl e, bargees (occupati onal  boat 
dwell ers) and new travell ers. Absence may be aut horised onl y when a travell er f ami l y i s known t o be 
travelli ng f or occupati onal  pur poses and has agr eed t his wi t h t he school , but it i s not known whet her t he 
pupil i s att endi ng educati onal  provi si on 

The l ocal  aut hority can fi ne par ent s f or t he unaut hori sed absence of t hei r chil d from school , wher e t he chil d is 
of compul sory school  age.  

If i ssued wi t h a fi ne, or penal t y noti ce, each par ent must pay £60 wi t hi n 21 days or £120 wi t hi n 28 days.  The 
pay ment must be made di rectl y t o t he l ocal  aut hority.  

Penal t y noti ces can be ref erred t o t he l ocal  aut hority by a headt eacher, or t he police.  

The deci si on on whet her or not t o i ssue a penal t y noti ce may t ake i nt o account: 

 The number of unaut hori sed absences occurri ng wi t hin a rolli ng academi c year  

 One- off i nst ances of irregul ar att endance, such as holidays t aken i n t er m ti me wi thout per mi ssi on 

 Wher e an excl uded pupil i s f ound i n a publi c pl ace during school  hours wi t hout a justifi abl e reason 

If t he pay ment has not been made aft er 28 days, t he local  aut horit y can deci de whet her t o pr osecut e or 
wi t hdr aw t he noti ce.  

6. Strat egi es f or promoti ng attendance  

The school  seeks t o work wi t h par ent s and car ers t o ensur e good school  att endance. It i s recogni sed t hat 
young chil dren ar e not responsi bl e f or l at eness and poor att endance and so rewards need t o be sensi ti vel y 
managed. Chil dren ar e pr aised f or i mpr ovement s  t o att endance and ar e support ed t o begi n t o t ake 
responsi bility f or ensuri ng that t hey ar e ready f or school  each day.  
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So me chil dren wi t h medi cal  condi ti ons will fi nd it diffi cul t t o secur e f ull att endance and t hi s i s managed 
sensi ti vel y t hrough car e pl ans and di scussi ons wi t h parent s.  

7. Attendance monit ori ng 

Whol e school  att endance i s moni t ored agai nst FFT national  dat a each ti me it i s i ssued. The Att endance and 
Wel f ar e Offi cer moni t ors t he att endance of chil dren i dentifi ed as havi ng f alli ng attendance, persi st ent absence 
or l at eness. SI Ms and Cpoms syst ems ar e used t o easil y mani pul at e t hi s dat a. The Att endance and Wel f are 
Of fi cer i s trai ned t o DSL l evel  and att ends weekl y DSL meeti ngs, so t her e i s “j oi ned up” t hi nki ng ar ound 
att endance and any saf eguar di ng, or pot enti al saf eguardi ng i ssues.  

 

7. 1 Monit ori ng attendance 

The school  will:  

 Moni t or att endance and absence dat a at l east hal f-t erml y, t er ml y and yearl y acr oss t he school  and at an 
i ndi vi dual  pupil l evel  

 I dentify whet her or not t here ar e parti cul ar groups of chil dren whose absences may be a cause f or 
concer n 

Pupil -l evel  absence dat a wi ll be coll ect ed each t er m and publi shed at nati onal  and l ocal  aut hority l evel  t hrough 

t he Df E' s school  absence nati onal  st ati sti cs rel eases. The underl yi ng school -l evel  absence dat a i s publi shed 

al ongsi de t he nati onal  st atisti cs. The school  will compar e att endance dat a t o t he nati onal  aver age, and share 

t hi s wi t h t he gover ni ng board.  

7. 2 Anal ysi ng attendance 

The school  will: 

 Anal yse att endance and absence dat a regul arl y t o i dentify chil dren or cohort s t hat need addi ti onal  support 
wi t h t hei r att endance, and use t hi s anal ysi s t o pr ovi de t arget ed support t o t hese chil dren and t hei r f ami li es 

 Look at hi st ori c and emer ging patt erns of att endance and absence, and t hen devel op strat egi es t o 
addr ess t hese patt erns   

7. 3 Usi ng dat a t o i mprove attendance 

The school  will: 

 Pr ovi de regul ar att endance report s t o cl ass t eachers and ot her school  l eaders, t o f acilit at e di scussi ons 
wi t h chil dren and f ami li es 

 Use dat a t o moni t or and eval uat e t he i mpact of any i nter venti ons put i n pl ace i n order t o modi f y t hem and 
i nf or m f ut ur e strat egi es 

7. 4 Reduci ng persi stent and severe absence 

Per si st ent absence i s where a pupil mi sses 10 % or mor e of school , and sever e absence i s wher e a pupil 
mi sses 50 % or mor e of school . 

The school  will: 

 Use att endance dat a t o fi nd patt er ns and trends of persi st ent and sever e absence 

 Hol d regul ar meeti ngs wi t h t he par ent s of chil dren who t he school  (and/ or l ocal  aut hority) consi ders t o be 
vul ner abl e, or ar e persi st entl y or sever el y absent, t o discuss att endance and engage ment at school  

 Pr ovi de access t o wi der support servi ces t o remove t he barri ers t o att endance 

 Vi sit chil dren’ s homes where t he chil dren ar e absent wi t hout expl anati on and t he school  i s unabl e t o 
cont act t he f ami l y. 

 Al ways seek t o support wher ever possi bl e, si gnposti ng and pr ovi di ng advi ce.  
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8. Monit ori ng arrange ment s  

Thi s poli cy will be revi ewed as gui dance from t he l ocal  aut horit y or Df E i s updat ed,  and as a mi ni mu m every 

t hree years. At every revi ew,  t he poli cy will be appr oved by t he f ull gover ni ng boar d.  

9. Li nks wit h ot her poli ci es  

Thi s poli cy li nks t o t he f oll owi ng poli ci es:  

 Chi l d pr ot ecti on and saf eguar di ng poli cy 

 Behavi our and Di sci pli ne Poli cy 

Appendi x 1: attendance codes  

The f oll owi ng codes ar e t aken from t he Df E’ s gui dance on school  att endance.  

Code Defi niti on Scenari o 

/ Pr esent (am)  Pupil i s present at mor ni ng regi strati on 

\ Pr esent (pm)  Pupil i s present at aft ernoon regi strati on 

L Lat e arri val  Pupil arri ves l at e bef or e regi st er has cl osed 

B Of f-sit e educati onal  acti vity 
Pupil i s at a supervi sed off-si t e educati onal  
acti vity appr oved by t he school  

D Dual  regi st er ed 
Pupil i s att endi ng a sessi on at anot her setti ng 
wher e t hey ar e al so regi st ered 

J I nt ervi ew 
Pupil has an i nt ervi ew wi t h a pr ospecti ve 
e mpl oyer/ educati onal  est abli shment  

P Sporti ng acti vity 
Pupil i s parti ci pati ng i n a supervi sed sporti ng 
acti vity appr oved by t he school  

V Educati onal  tri p or vi sit 
Pupil i s on an educati onal  vi sit/tri p organi sed, or 
appr oved, by t he school  

W Wor k experi ence Pupil i s on a work experi ence pl acement  

 

 

 

Code Defi niti on Scenari o 

Aut hori sed absence 
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C Aut hori sed l eave of absence 
Pupil has been gr ant ed a l eave of absence due t o 
excepti onal  ci rcumst ances 

E Excl uded 
Pupil has been excl uded but no alt ernati ve 
pr ovi si on has been made 

H Aut hori sed holi day 
Pupil has been all owed t o go on holi day due t o 
excepti onal  ci rcumst ances 

I Ill ness 
School  has been notifi ed t hat a pupil will be 
absent due t o ill ness 

M Medi cal / dent al appoi nt ment  Pupil i s at a medi cal  or dent al appoi nt ment  

R Rel i gi ous observance 
Pupil i s t aki ng part i n a day of reli gi ous 
observance 

S St udy l eave 
Year 11 pupil i s on st udy l eave duri ng t hei r  
publi c exami nati ons 

T Gypsy, Roma and travell er absence 
Pupil from a travell er communi t y i s travelli ng, as 
agr eed wi t h t he school  

Unaut hori sed absence 

G Unaut hori sed holi day 
Pupil i s on a holi day t hat was not appr oved by t he 
school  

N Reason not provi ded 

Pupil i s absent f or an unknown reason (t hi s code 
shoul d be amended when the reason emer ges, 
or repl aced wi t h code O if no reason f or absence 
has been pr ovi ded aft er a reasonabl e amount of 
ti me) 

O Unaut hori sed absence 
School  i s not sati sfi ed wi t h reason f or pupil' s 
absence 

U Arri val aft er regi strati on Pupil arri ved at school  aft er t he regi st er cl osed 

 

 

Code Defi niti on Scenari o 

X Not requi red t o be i n school  
Pupil of non-compul sory school  age i s not 
requi red t o att end 
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Y 
Unabl e t o att end due t o excepti onal  
ci rcumst ances 

School  sit e i s cl osed, t her e i s di srupti on t o travel  
as a resul t of a l ocal / nati onal  emer gency, or pupil 
i s i n cust ody 

Z Pupil not on admi ssi on regi st er 
Regi st er set up but pupil has not yet j oi ned t he 
school  

# Pl anned school  cl osur e 
Whol e or parti al school  cl osur e due t o hal f-
t er m/ bank holi day/I NSET day 

 

 

 


