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1. Introduc4on 
1.1 All East Midlands Educacon Trust (EMET) schools aim to create a safe, caring and friendly environment 

for all pupils so that they can learn effeccvely, improve their life chances and achieve their full 
potencal.  

1.2 We recognise that regular aSendance to school is criccal for a pupil’s academic, social and emoconal 
development. There is a strong correlacon between a pupil’s aSendance to school and their academic 
achievement. When pupils aSend regularly, they can also benefit from valuable support and the many 
experiences and opportunices that the school provides. They are also able to build more posicve and 
lascng relaconships, grow in confidence and develop good habits for life and the world of work. 

1.3 We recognise that pupil aSendance is a significant challenge across schools naconally in the wake of 
the covid-19 pandemic. The Department for Educacon (DfE) has published a data which shows that 
the proporcon of pupils who aSend school almost every day has fallen and the proporcon of pupils 
who are severely absent has risen. All schools have a role to play in addressing these issues. 

1.4 The school’s commitment to pupils’ aSendance and punctuality is embedded in our school culture. 
We strive to: 

• Set high expectacons for the aSendance and punctuality of all pupils 

• Promote good aSendance and punctuality along with the benefits of both 

• Ensure that aSendance for all groups of pupils is above our target of 95% or, where this has not 
yet been achieved, is beSer than the naconal average 

• Reduce absence, including persistent and severe absence 

• Ensure every pupil has access to the full-cme educacon to which they are enctled 

• Act early to address paSerns of absence 

• Build strong relaconships with families to make sure pupils have the support in place to aSend 
school 

• Ensure that, in all our work on aSendance, there is a strong focus on our most vulnerable pupils, 
including pupils with special educaconal needs and/or disabilices (SEND) 

1.5 This policy should be read in conjunccon with the following policies:  

Trust policies School policies 

• Alternacve provision 

• Complaints 

• Equality 

• RSE (relaconships and sex educacon), health 
and wellbeing 

• Safeguarding – child proteccon 

• Supporcng pupils with medical needs 

• SEND 

• Accessibility plan 

• Curriculum 

• Behaviour 

1.6 This policy should be read in conjunccon with the following local authority policies and documents:  

• ASendance and children missing in educacon guidance 
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• Pathway to provision 

• Early help guidance 

 

2. Legisla4on and guidance 
2.1 This policy is based on the following DfE statutory guidance: 

• Working together to improve aSendance (2024) 

• Keeping Children Safe in Educacon (2024) 

2.2 The DfE’s aSendance guidance is based on the following legislacon: 

• Part 6 of the Educacon Act 1996 

• Part 3 of the Educacon Act 2002 

• Part 7 of the Educacon and Inspeccons Act 2006 

•  The Educacon (Pupil Registracon) (England) Regulacons 2006 (and 2010, 2011, 2013, and 2016 
amendments) 

• The School ASendance (Pupil Registracon) (England) Regulacons 2024  

• The Educacon (Penalty Nocces) (England) (Amendment) Regulacons 2013 and the 2024 
amendment 

2.3 This policy also complies with our funding agreement the Trust’s arccles of associacon. 

 

3. Equality statement 
3.1 The East Midlands Educacon Trust has due regard to the Public Sector Equality Duty (PESD), which 

places a general duty on schools and colleges to have, in the exercise of their funccons, due regard 
for the need to: eliminate unlawful discriminacon, harassment and viccmisacon (and any other 
conduct prohibited under The Equality Act); to advance equality of opportunity; and to foster good 
relacons between those who share a relevant protected characteriscc and those who do not. 

3.2 Provisions in The Equality Act allow schools and colleges to take posicve accon, where it can be shown 
that it is proporconate, to deal with specific disadvantages affeccng pupils with a parccular protected 
characteriscc, such that their needs can be met. There may, therefore, be cmes when the school may 
consider posicve accon to support a group of pupils if there was evidence that they were being 
disproporconately affected by a parccular aSendance concern. 

 

4. Roles and responsibili4es 
4.1 The Governing Body is responsible for: 

• Sekng high expectacons of all school leaders, staff, pupils and parents/carers 

• Making sure school leaders fulfil expectacons and statutory duces, including: 

o Making sure the school records aSendance accurately in the register, and shares the 
required informacon with the DfE and local authority 

o Making sure the school works effeccvely with local partners to help remove barriers to 
aSendance, and keeps them informed regarding specific pupils, where appropriate 
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• Recognising and promocng the importance of school aSendance across the school’s policies 
and ethos 

• Making sure the school’s aSendance management processes are delivered effeccvely, and that 
consistent support is provided for pupils who need it most by prioricsing staff and resources 

• Making sure the school has high aspiracons for all pupils, but adapts processes and support to 
pupils’ individual needs 

• Regularly reviewing and challenging aSendance data and helping school leaders focus 
improvement efforts on individual pupils or cohorts who need it most 

• Working with school leaders to set goals or areas of focus for aSendance and providing support 
and challenge 

• Monitoring aSendance figures for the whole school and repeatedly evaluacng the effeccveness 
of the school’s processes and improvement efforts to make sure they are meecng pupils’ needs 

• Where the school is struggling with aSendance, working with school leaders to develop a 
comprehensive accon plan to improve aSendance 

• Making sure all staff receive adequate training on aSendance as part of the regular concnued 
professional development offer, so that staff understand: 

o The importance of good aSendance 

o That absence is almost always a symptom of wider issues 

o The school’s legal requirements for keeping registers 

o The school’s strategies and procedures for tracking, following up on and improving 
aSendance, including working with partners and keeping them informed regarding 
specific pupils, where appropriate 

• Making sure dedicated training is provided to staff with a specific aSendance funccon in their 
role, including in interprecng and analysing aSendance data 

• Holding the headteacher to account for the implementacon of this policy 

4.2 The Headteacher is responsible for: 

• The implementacon of this policy at the school 

• Ensuring that a suitably experienced and qualified member of the leadership team is appointed 
as Senior ASendance Champion and that they have the cme and resource needed to undertake 
the role (this includes consideracon of other significant areas for which they have responsibility) 

• Monitoring school-level absence data and reporcng it to governors 

• Supporcng staff with monitoring the aSendance of individual pupils, including ensuring that 
appropriate cover is put in place in the event of staff absence in the school’s aSendance team 

• Monitoring the impact of any implemented aSendance strategies  

• Issuing fixed-penalty nocces, where necessary, and/or authorising the Senior ASendance 
Champion to be able to do so 

• Working with the parents/carers of pupils with special educaconal needs and/or disabilices 
(SEND) to develop specific support approaches for aSendance for pupils with SEND, including 
where school transport is regularly being missed, and where pupils with SEND face in-school 
barriers 
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• Communicacng with the local authority when a pupil with an educacon, health and care (EHC) 
plan has falling aSendance, or where there are barriers to aSendance that relate to the pupil’s 
needs 

• Communicacng the school’s high expectacons for aSendance and punctuality regularly to pupils 
and parents/carers through all available channels 

• Sharing informacon from the school register with the local authority, including: 

o Nocfying the local authority when a pupil’s name is added to or deleted from the school 
admission register outside of standard transicon cmes 

o Providing the local authority with the details of any pupil who fails to aSend school 
regularly, including those who meet naconal thresholds for sanccons such as penalty 
nocces 

o Providing the local authority with details of pupils who have not been at school for a 
significant period of cme as set out in Regulacon 8 of the Educacon (Pupil Registracon) 
(England) Regulacons 2006 

o Providing the local authority with the details of pupils who the school believes will miss 15 
days consecucvely or cumulacvely because of sickness 

4.3 The Senior A4endance Champion is the member of the senior leadership team who has strategic 
oversight of aSendance. This senior leader is responsible for: 

• Ensuring that they have up to date knowledge and undertake regular training to support them to 
undertake their role 

• Leading, championing and improving aSendance across the school 

• Sekng a clear vision for improving and maintaining good aSendance 

• Evaluacng and monitoring expectacons and processes 

• Having a strong grasp of absence data and oversight of absence data analysis 

• Regularly monitoring and evaluacng progress in aSendance  

• Establishing and maintaining effeccve systems for tackling absence, and making sure they are 
followed by all staff 

• Liaising with pupils, parents/carers and external agencies, where needed 

• Building close and produccve relaconships with parents/carers to discuss and tackle aSendance 
issues 

• Creacng intervencon or reintegracon plans in partnership with pupils and their parents/carers 

• Delivering targeted intervencon and support to pupils and families 

• Keeping the headteacher and, as appropriate, other senior leaders informed of any issues 

4.4 The A4endance Officer is the member of staff who has day-to-day responsibility for managing 
aSendance processes in the school. The aSendance officer is responsible for: 

• Ensuring that they have up to date knowledge and undertake regular training to support them to 
undertake their role 

• Monitoring and analysing aSendance data including ensuring that aSendance records are well 
maintained and accurate 

• Benchmarking aSendance data to idencfy areas of focus for improvement 
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• Providing regular aSendance reports to school staff and reporcng concerns about aSendance to 
the designated senior leader responsible for aSendance, and the headteacher  

• Working with educacon welfare officers to tackle persistent absence 

• Advising the headteacher/senior aSendance champion (authorised by the headteacher) when to 
issue fixed-penalty nocces 

4.5 School administra;ve/office staff are responsible for: 

• Taking calls from parents about absence on a daily basis, ensuring that informacon is accurately 
recorded on the school’s management informacon system and, where appropriate, 
communicated to other, relevant members of staff 

• Direccng parents/carers to the aSendance officer or other key staff where addiconal support is 
required around a pupil’s aSendance 

4.6 All staff are responsible for: 

• Promocng the importance of good aSendance in their communicacons with pupils and 
parents/carers 

• Recording aSendance on a daily basis (within 10 minutes of the start of any session and using the 
correct codes) via the school’s management informacon system (Arbor). 

• ASending training on aSendance or related maSers 

4.7 Parents are expected to: 

• Make sure that their child aSends school on cme on every statutory school day 

• Call the school to report their child’s absence before 8.30am on the day of absence (and on each 
subsequent day of absence) and advise the school when their child is expected to return 

• Provide the school with more than one emergency contact number for their child 

• Ensure their child is collected on cme at the end of the school day 

• Ensure, wherever possible, that appointments for their child are scheduled for outside the school 
day 

• Only request leave of absence in excepconal circumstances and do so in advance via the school’s 
processes (see appendix B) 

• Seek support, where necessary, to help their child maintain good aSendance and work posicvely 
with the school to idencfy and address any barriers to their child aSending well 

 

5. A&endance strategy 
5.1 All EMET schools share an overarching aSendance strategy, which is set out below and the aims of 

which are set out in seccon 1.3 of this policy. Central to our approach is the principle that everyone 
has a role to play in supporcng pupils to aSend well.  

Understanding pupils and 
families well 

Creacng a sense of belonging 

Ensuring high quality 
universal provision 
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Responding to absence 

A4endance is everybody’s 
responsibility 

Monitoring the impact of 
approaches 

Communicacng effeccvely 
and promocng posicve 

aSendance 

Delivering targeted, 
graduated intervencons 

Providing staff training 

5.2 The way in which our school delivers the key elements of this strategy are set out in seccons 6 to 13 
of this policy. 

 

6. Understanding pupils and families well 
6.1 The school recognises that there is no one-size-fits-all approach to improving aSendance. Knowing 

and understanding our pupils, their families, their influences, and their specific challenges can help 
us to diagnose some of the underlying causes of absence. It can also help to understand individual 
barriers to aSendance, and help us to choose effeccve, targeted approaches. 

6.2 The school adopts a range of approaches to ensure that there are adults that know each individual 
pupil well and that the informacon they hold can be used to support pupils to aSend well. This 
includes ensuring that: 

• The school makes establishing strong relaconships with pupils in class and across the school a 
priority for all staff 

• School staff work closely with colleagues at any feeder sekngs to gather informacon about pupils 
who will be joining the school 

• Key data and other informacon is gathered and regularly updated through parental data 
colleccon accvices 

• There is a strong induccon programme for pupils when they join the school 

• All pupils have a class teacher who they see daily and who undertakes a range of accvices that 
are designed to help build relaconships 

• There are robust processes for idencfying any special educaconal needs and/or disabilices 

• There is a robust system for assessing pupils’ academic progress across the full range of subjects 

• The school tracks and monitors pupils’ behaviour and their aktudes to learning 

• Relevant, up-to-date informacon is shared on a regular basis with teachers and other adults who 
will be working with a parccular pupil (subject to any confidencality or safeguarding 
consideracons) 

• There is a range of methods for parents and carers to engage with the school, including through 
parents’ evenings, telephone contact and other in-person events and meecngs 

• The school has a graduated social, emoconal and mental health pathway which includes support 
for EBSNA. 

6.3 The school also makes intelligent use of a range of data and other informacon to build a contextual 
picture of the school and local community, so that the parccular barriers that are faced by pupils and 
families can be idencfied sharply. This includes idencfying individual pupils or groups of pupils at risk 
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of persistent or severe absence as well as idencfying paSerns and trends, such as days of the week or 
cmes of the school year where absence is more likely. The school will uclise external data sources, 
including the banded aSendance data and school-level reports provided by the DfE. 

 

7. Crea4ng a sense of belonging 
7.1 Our school is inclusive. Consequently, we accvely remove barriers to learning and parccipacon, 

provide an educacon that is appropriate to pupils’ needs, and promote high standards and the 
fulfilment of potencal for all pupils. We recognise that making sure pupils feel seen, understood, and 
safe is a crucial starcng point for supporcng aSendance, especially for more vulnerable students who 
may have fewer proteccve factors than others. 

7.2 There are many things that the school does to help pupils feel a sense of belonging. This includes (but 
is not limited to): 

• All our staff are ready to welcome pupils into school every day and show this in their behaviours 
and the things that they say, parccularly to those pupils who return from a period of absence 

• Our senior leaders and other staff greet pupils (and, as appropriate, parents and carers) on the 
school gate each day 

• We do all that we reasonably can to make the classroom and wider school environment as 
welcoming as possible. 

• We ensure that our school uniform is affordable, minimise the branded items it includes and offer 
a uniform exchange to support families 

• We provide high quality, nutricous food and regularly take feedback from pupils about the food 
on offer 

• We provide a breakfast club that is open to all pupils  

• We ensure that toilet areas are clean and well maintained 

• We do not stop pupils from going to the toilet during the school day unless it is clear that they 
are doing so to disrupt or avoid learning 

• We provide free sanitary products for any pupils who need them 

• We ensure that there are different areas open to pupils at break and lunchcme, including outdoor 
provision (weather permikng), places pupils can be accve and quieter environments  

• We ensure that our curriculum reflects the demographics and needs of our school community 
and is accessible for all pupils through its design and delivery 

• We ensure that pupils have access to a range of extra-curricular clubs and accvices that are 
inclusive and cater for a range of interests 

• Staff will support pupils to catch up when they return from a period of absence and will be 
mindful of the learning they may have missed when planning accvices such as ‘cold call’ 
quesconing (see appendix D for further informacon on how we support pupils returning to school 
from lengthy absences) 

• We provide addiconal pastoral support for pupils who are finding things difficult, including 
through our Hive Provision 

• Our reward systems are inclusive and used by all our staff to recognise pupils’ achievements 
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8. Ensuring high quality universal provision 
8.1 When pupils are in school, their experience should be inclusive, posicve and supporcve of their long-

term academic achievement and personal development. We strive to make school unmissable.  

8.2 Our school is ambicous for all pupils. We strive for all pupils to become the best version of themselves 
and to achieve in line with their full potencal academically and socially. It is this aspiracon that drives 
the school’s ongoing evaluacon and development work in all areas. 

8.3 When we evaluate different aspects of our provision, we are careful to ensure that we consider how 
well things are working for all pupils, parccularly the most vulnerable pupils or those who come from 
groups that tend to achieve less well naconally. Our analysis always breaks available data down to 
focus on different groups of pupils. 

8.4 We recognise that the best way to improve what we do is to learn from the very best praccce across 
the educacon sector. To this end, the school accvely engages with published research and parccipates 
in a range of networks locally and naconally.  

8.5 The school ensures that pupils regularly have opportunices to share their views on different aspects 
of school. For example: 

• Pupils can become members of our school council, who meet regularly and feedback the views 
of pupils to senior leaders 

• Pupils can complete a number of surveys 

• There are structured discussion opportunices through the school’s personal development 
programme 

8.6 The school ensures that parents and carers regularly have opportunices to share their views on 
different aspects of school. For example: 

• Parents and carers can complete surveys annually 

• Parents and carers have regular opportunices to aSend meecngs in school where there are 
opportunices to provide feedback to members of staff 

• Informacon on contaccng the school is provided to parents and carers on all newsleSers 

8.7 The school ensures that members of staff regularly have opportunices to share their views on 
different aspects of school. For example: 

• Members of staff complete a number of surveys 

• Members of staff have regular opportunices to provide feedback during team and whole staff 
meecngs and training sessions or through the appraisal process 

8.8 We listen carefully to what pupils, staff, parents and carers tell us and use this informacon to plan 
future developments. 

 

9. Communica4ng effec4vely and promo4ng posi4ve a&endance 
9.1 We recognise that well-designed communicacons with pupils and families can be effeccve for 

improving aSendance. We also know that it also supports the development of posicve relaconships 
and helps to promote an equal partnership between school and home. Whilst we recognise parents’ 
legal responsibility to ensure that their child aSends school regularly, we will endeavour to avoid 
communicacon that scgmacses, blames or discourages parents and carers.  
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9.2 The school will act to promote posicve aSendance with pupils, parents and carers. The approaches 
we take include the following: 

• We have high expectacons and set ambicous targets for pupils’ aSendance to school 

• In our communicacons with pupils, parents and carers, we describe absence in terms of the 
number of days or lessons lost so that there is a clear link to the impact on pupils’ learning 

• On a regular basis, we include items in the school’s newsleSer for parents and carers that are 
related to aSendance and the impact of both regular and irregular aSendance to school (this 
includes providing informacon, help and guidance to support parents and carers) 

• There are pupil rewards for good aSendance in form groups including cercficates to work towards 
class events 

• ASendance is an item for discussion during all individual pupil review meecngs, including parents’ 
evening appointments, Educacon, Health and Care Plan (EHCP) reviews, Personal Educacon Plan 
(PEP) reviews for looked aoer children (LAC), one-to-one careers guidance meecngs and post-
suspension reintegracon meecngs 

9.3 The school ensures that parents have access to up-to-date informacon on their child’s aSendance and 
punctuality through the online Arbor system and summary informacon provided on pupils’ annual 
report. Informacon is presented clearly, and the school makes every effort to ensure that it is in 
accessible language with minimal educaconal ‘jargon’.  

 

10. Responding to absence 
10.1 An early response to absence is essencal. Whenever absence occurs, the school needs to be assured 

that the pupils in our care are safe and will need to take urgent accon where there is a safeguarding 
concern. We also recognise that early intervencon is more likely to address and reduce absence 
before it becomes habitual.  

10.2 In the event of an unplanned absence, the school expects parents and carers to nocfy the school that 
their child is absent and to explain the reason for their absence. Parents are expected to do this via 
telephone or email as soon as pracccably possible on each day of the absence. On nocficacon of an 
absence, the school will idencfy whether the absence is approved or not before idencfying the correct 
aSendance code for entry onto the school register. The DfE aSendance codes used by the school are 
listed in appendix A.  

10.3 Where the absence is longer than three days, or there are doubts about the authenccity of an illness, 
the school will ask for medical evidence, such as a doctor’s note, prescripcon, appointment card or 
other appropriate form of evidence. We will not ask for medical evidence unnecessarily. If the school 
is not sacsfied about the authenccity of the illness, the absence will be recorded as unauthorised, 
and parents will be nocfied of this in advance. 

10.4 The school will authorise planned absences for medical or dental appointments as long as the pupil’s 
parent or care nocfies the school in advance of the appointment. However, we encourage parents to 
make such appointments out of school hours wherever possible. Where this is not possible, the pupil 
should be out of school for the minimum amount of cme necessary. 

10.5 Parents and carers must also apply for all other types of term-cme absence as far in advance as 
possible of the requested absence. Further details of the school’s approach to managing leave of 
absence requests are in appendix B.  

10.6 When registers close (the cme that registers close is outlined in appendix A), the school will idencfy 
any pupils who are absent without explanacon. The school will first triage, prioricsing according to 
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risk. This means that accons will be taken first for the most vulnerable pupils, including those for 
whom there are safeguarding concerns or those who are persistently or severely absent (or at risk of 
being so). 

10.7 On each day of absence, the school will contact the parent or carer of each pupil who is absent 
without explanacon by text / telephone or via the school’s management informacon system. This will 
be done as soon as is pracccably possible. If the school is not able to reach the parent or carer, 
alternacve communicacon methods will be tried and/or the school will try to reach another parent, 
carer or listed contact. If the school is scll not able to reach a parent or carer, school staff may make 
a home visit to ascertain the whereabouts of the pupil and to ensure that they are safe and well. If 
this approach has been exhausted and the school has scll not been able to ascertain the whereabouts 
of the pupil, the school will contact the police. A referral to social care may also be considered. 

10.8 Irrespeccve of any parental communicacon, on the third day of any absence where the reason is not 
completely juscfied (e.g. hospital admission), the school will usually conduct a home visit to check 
that the pupil is safe and well. 

10.9 Where a pupil has an allocated social worker, the school will keep social care informed of any absences 
from school. 

10.10 The school will keep records of all communicacon in relacon to this process (including failed aSempts 
to reach a parent or carer). 

10.11 The school’s aSendance team will meet fortnightly to discuss any cases of ongoing absence and plan 
any further accons that might need to be taken to support or safeguard a pupil. 

10.12 The school recognises that some pupils, including those who are absent for longer periods of cme or 
who are returning to school following a period of absence, will require addiconal support. More 
informacon on our approach to this is set out in appendix D.  

 

11. Delivering targeted, graduated interven4ons 
11.1 There are data tracking systems in place to enable the school to monitor pupils’ aSendance and 

punctuality. This informacon will be reviewed at least once per month.  

11.2 The school takes a graduated approach to addressing aSendance concerns. 

Tier 1: Universal 

These steps are taken for groups 
of pupils following rou3ne 
monitoring of a5endance data. 

When a pupil’s aSendance falls below 95%, an aSendance 
nocficacon leSer is sent home. ASendance is monitored for 
four weeks. 

If there is no improvement, an aSendance warning leSer is sent 
home offering support. The ASendance Lead offers support. 
ASendance is monitored for six weeks. 

ê 

Tier 2: Individualised 

These steps are taken for 
individual pupils when 3er 1 
approaches have not brought 
about sufficient improvement. 

The parents/carers are invited to an aSendance meecng with 
the ASendance Lead. An aSendance plan is put in place. Specific 
barriers to good aSendance are idencfied and pupil/family 
needs are considered. Appropriate internal support is put in 
place, with input from specialist school teams (e.g. SEND) as 
required. ASendance is monitored for six weeks. 
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A review meecng is held with the pupil and their parents/carers. 
The aSendance plan either remains in place for another four 
weeks or ends. The plan, including the support in place, is 
adjusted as necessary. Escalacon is made to cer 3 if external 
support is required. 

ê 

Tier 3: Specialist 

These steps are taken for 
individual pupils when 3er 2 
approaches have not brought 
about sufficient improvement 
and external support is required. 

An updated aSendance plan is put in place. The ASend 
Framework is used to idencfy any barriers. The family are 
signposted to addiconal external support. Where appropriate, 
referrals are made by the school to external agencies and 
organisacons, such as Early Help services. Internal support is 
reviewed and adjusted as necessary. ASendance is monitored 
for four weeks. 

A review meecng is held with parents/carers and any relevant 
professionals involved. The aSendance plan either remains in 
place for another four weeks or ends. The plan, including the 
support in place, is adjusted as necessary. Escalacon to 
enforcement is made if appropriate. 

11.3 There may be occasions where it is appropriate for the school to move more quickly to cer 2 or 3. This 
might the case, for example, where the school has already built a good understanding of the individual 
circumstances of a pupil or their family, a pupil stops aSending school completely or a pupil’s 
aSendance rapidly declines following a significant event in or outside of school.  

11.4 The graduated response set out above does not automaccally ‘reset’ at the end of an academic year. 
Support and intervencons will be designed to prevent a drop off in aSendance as pupils move from 
one academic year to the next. 

11.5 Our school will make use of the full range of potencal sanccons (including, but not limited to, those 
set out in appendix C) to tackle poor aSendance. Decisions will be made on an individual, case-by-
case basis. 

 

12. Providing staff training 
12.1 All members of staff have a role to play in supporcng pupils to aSend well. The school will ensure that 

all staff receive regular training to help them understand their responsibilices as set out in the policy. 
This will include ensuring that all staff have knowledge of: 

• The issues or factors that impact on pupils’ aSendance 

• The specific barriers faced by pupils and families in our school and local community 

• How to record aSendance informacon accurately 

• How to raise concerns related to pupils’ aSendance or wellbeing 

12.2 Those staff who have specific duces around aSendance will be provided with addiconal training. This 
includes ensuring that they have access to cross-trust networks and, where available, informacon 
from the local authority.  

 

13. Monitoring the impact of approaches 
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13.1 Monitoring the effeccveness of the approaches we use to support or improve pupils’ aSendance will 
help us to understand whether it is being delivered with high quality and success, or whether (and 
how) it might need to be changed to improve processes and outcomes.  

13.2 We will regularly monitor aSendance data, both at a headline level and at a more granular level to 
look at details that may otherwise be hidden. This includes reviewing banded aSendance analysis and 
looking at aSendance paSerns over cme. Our monitoring will always have a sharp focus on the more 
vulnerable pupils in our school. We will use aSendance data to: 

• Idencfy pupils, groups or cohorts that need addiconal support with their aSendance 

• Idencfy pupils who absences may be a cause for concern, especially those who demonstrate 
paSerns of persistent or severe absence 

• Conduct thorough analysis of half-termly, termly and full-year data to idencfy paSerns and trends 

• Look at historic and emerging paSerns of aSendance and absence, and then develop strategies 
to address these paSerns 

• Evaluate the impact of the different intervencons and accons taken by the school, and make 
adaptacons as a result 

13.3 The school will regularly benchmark the school’s aSendance data against regional and naconal 
averages using various tools, including those provided by the DfE. This informacon will feed into the 
ongoing evaluacon of our work on aSendance. 

13.4 The informacon we glean from this monitoring will be used to celebrate successes with pupils, 
families and the wider school community, as well to idencfy areas in which further developments are 
required. 

 

14. Complaints 
14.1 If any party has a concern or complaint over the implementacon of this policy, they should raise their 

concerns with a staff member or the Headteacher, in accordance with the complaints policy. 

 

15. Monitoring and review 
15.1 The implementacon of this policy will be monitored in each school by the Headteacher. Support and 

further monitoring will be provided by the trust execucve team as required. 

15.2 This policy will be reviewed every two years or in the event of changes to naconal legislacon or 
statutory guidance.  
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Appendix A: Recording A&endance 
1. The school will keep an electronic aSendance register and place all pupils onto this register. We will 

take our aSendance register at the start of the first session of each school day and once during the 
second session. It will mark, using the appropriate naconal aSendance and absence codes from the 
School ASendance (Pupil Registracon) (England) Regulacons 2024, whether every pupil is: 

• Present 

• ASending an approved off-site educaconal accvity 

• Absent 

• Unable to aSend due to excepconal circumstances 

2. Any amendment to the aSendance register will include: 

• The original entry 

• The amended entry 

• The reason for the amendment 

• The date on which the amendment was made 

• The name and posicon of the person who made the amendment 

3. We will also record: 

• Whether the absence is authorised or not 

• The nature of the accvity, where a pupil is aSending an approved educaconal accvity 

• The nature of the circumstances, where a pupil is unable to aSend due to excepconal 
circumstances 

4. The following DfE codes will be used on the aSendance register: 

Code and defini*on Scenario 
Present and approved educa/onal ac/vity 
/ Present (am) Pupil is present at morning registra/on 
\ Present (pm) Pupil is present at a9ernoon registra/on 
L Late arrival Pupil arrives late before register has closed 

A?ending a place other than the school 
K A?ending educa/on provision 

arranged by the local authority 
Pupil is a?ending a place other than a school at which they are registered, for 
educa/onal provision arranged by the local authority 

V A?ending an educa/onal visit or 
trip 

Pupil is on an educa/onal visit/trip organised or approved by the school 

P Par/cipa/ng in a spor/ng ac/vity Pupil is par/cipa/ng in a supervised spor/ng ac/vity approved by the school 
W A?ending work experience Pupil is on an approved work experience placement 
B A?ending any other approved 

educa/onal ac/vity 
Pupil is a?ending a place for an approved educa/onal ac/vity that is not a 
spor/ng ac/vity or work experience 

D Dual registered Pupil is a?ending a session at another seIng where they are also registered 
Absent – leave of absence 
C1 Par/cipa/ng in a regulated 

performance or undertaking 
regulated employment abroad 

Pupil is undertaking employment (paid or unpaid) during school hours, 
approved by the school 

M Medical/dental appointment Pupil is at a medical or dental appointment 
J1 Interview Pupil has an interview with a prospec/ve employer/educa/onal 

establishment 
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S Study leave Pupil has been granted leave of absence to study for a public examina/on 
X Not required to be in school Pupil of non-compulsory school age is not required to a?end 

C2 Part-/me /metable Pupil is not in school due to having a part-/me /metable 
C Excep/onal circumstances Pupil has been granted a leave of absence due to excep/onal circumstances 

Absent – other authorised reasons 
T Parent travelling for occupa/onal 

purposes 
Pupil is a ‘mobile child’ who is travelling with their parent(s) who are 
travelling for occupa/onal purposes 

R Religious observance Pupil is taking part in a day of religious observance 
I Illness (not medical or dental 

appointment) 
Pupil is unable to a?end due to illness (either related to physical or mental 
health) 

E Suspended or excluded  Pupil has been suspended or excluded from school and no alterna/ve 
provision has been made 

Absent – unable to a?end school because of unavoidable cause 
Q Lack of access arrangements Pupil is unable to a?end school because the local authority has failed to 

make access arrangements to enable a?endance at school 
Y1 Transport not available Pupil is unable to a?end because school is not within walking distance of 

their home and the transport normally provided is not available 
Y2 Widespread disrup/on to travel Pupil is unable to a?end because of widespread disrup/on to travel caused 

by a local, na/onal or interna/onal emergency 
Y3 Part of school premises closed Pupil is unable to a?end because they cannot prac/cably be accommodated 

in the part of the premises that remains open 
Y4 Whole school site unexpectedly 

closed 
Every pupil absent as the school is closed unexpectedly (e.g. due to adverse 
weather) 

Y5 Criminal jus/ce deten/on Pupil is unable to a?end as they are: 
Y6 Public health guidance or law Pupil’s travel to or a?endance at the school would be prohibited under public 

health guidance or law 
Y7 Any other unavoidable cause To be used where an unavoidable cause is not covered by the other codes 
Absent – unauthorised absence 
G Holiday not granted by the school Pupil is absent for the purpose of a holiday, not approved by the school 
N Reason for absence not yet 

established  
Reason for absence has not been established before the register closes 

O Absent in other or unknown 
circumstances 

No reason for absence has been established, or the school isn’t sa/sfied that 
the reason given would be recorded using one of the codes for authorised 
absence 

U Arrived in school a9er 
registra/on closed 

Pupil has arrived late, a9er the register has closed but before the end of 
session 

Administra/ve codes 
Z Pupil not on admission register Register set up but pupil has not yet joined the school 
# Planned school closure Whole or par/al school closure due to half-term/bank holiday/INSET day 

5. We will keep every entry on the aSendance register for six years aoer the date on which the entry was 
made. 

6. The school day starts at 8.50am and ends at 3.20pm. Pupils must arrive in school by 8.50am each school 
day. The register for the first session will be taken at 8.55am and will be kept open uncl 9.15am. The 
register for the second session will be taken at 1.05 pm and be kept open uncl 1.25pm. 

7. A pupil who arrives late before the register has closed will be marked as late using the appropriate 
code. A pupil who arrives later aoer the register has closed will be marked as absent, using the 
appropriate code. The school will seek to understand the reasons for lateness and, where appropriate, 
provide support to pupils and families.  
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Appendix B: Leave of absence  
1. The headteacher will allow pupils to be absent from the school site for certain educaconal accvices, or 

to aSend other schools or sekngs.  

2. The headteacher will only grant leave of absence to a pupil during term cme if the request meets the 
specific circumstances set out in The School ASendance (Pupil Registracon) (England) Regulacons 2024. 
These circumstances are: 

• Taking part in a regulated performance, or a regulated employment abroad 

• ASending an interview 

• Study leave 

• A temporary cme-limited part-cme cmetable 

• Excepconal circumstances 

3. A leave of absence is granted at the headteacher’s discrecon, including the length of cme for which 
the pupil is authorised to be absent. 

4. A leave of absence will only be granted in excepconal circumstances. Excepconal circumstances are 
one-off events which are unavoidable. Examples may include the death of a close relacve, aSendance 
at a funeral, respite care of a child looked aoer by the Local Authority or a housing crisis that prevents 
aSendance. It is exceedingly unlikely that leave of absence will be granted for the purposes of a family 
holiday or for something that appears to be as such to the school.  

5. The school considers each applicacon for term-cme absence individually, taking into account the 
specific facts, circumstances and relevant background context behind the request.  

6. Parents and carers are expected to submit requests for leave of absence at least two weeks prior to the 
first day of requested absence using the school’s leave of absence form. The headteacher may require 
evidence to support any request for leave of absence. 

7. There are several other valid reasons for authorised absence from school. This include (but are not 
limited to): 

Illness (including mental-
health illness) 

See details in seccon 10 of this policy 

Medical or dental 
appointments 

See details in seccon 10 of this policy 

Religious observance This will only be in circumstances where the day is exclusively set apart 
for religious observance by the religious body to which he pupil’s 
parent/carer belongs. If necessary, the school will seek advice from the 
parent’s religious body to confirm whether the day is set apart. 

Parent(s) travelling for 
occupaconal purposes 

This covers Roma, English and Welsh gypsies, Irish and Scoksh 
travellers, showmen (fairground people) and circus people, bargees 
(occupaconal boat dwellers) and new travellers. Absence may be 
authorised only when a traveller family is known to be travelling for 
occupaconal purposes and has agreed this with the school, but it is not 
known whether the pupil is aSending educaconal provision 
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Suspension or exclusion This applies where the pupil has been suspended or excluded from 
school and no alternacve provision has been made. 

8. There are several other reasons that the school may allow a pupil to absent from the school site, which 
are not classified as absences. These include (but are not limited to):  

• ASending an offsite approved educaconal accvity, sporcng accvity or trip arranged by the school 

• ASending another school at which the pupil is also registered (dual registracon) 

• ASending provision arranged by the Local Authority 

• ASending work experience 

• If there is any other unavoidable cause for the pupil not to aSend school, such as disrupcon to 
travel caused by an emergency, a lack of access arrangements, or because the school premises 
are closed 
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Appendix C: Sanc4ons 
1. The headteacher (or someone authorised by them), the Local Authority or the police can fine parents 

for the unauthorised absence of their child from school, where the child is of compulsory school age, 
by issuing a penalty no;ce. If the school issues a penalty nocce, it will check with the Local Authority 
before doing so and send it a copy of any penalty nocce issued.  

2. Before issuing a penalty nocce, the school will consider the individual case, including: 

• Whether the naconal threshold for considering a penalty nocce has been met (10 sessions of 
unauthorised absence in a rolling period of 10 school weeks) 

• Whether a penalty nocce is the best available tool to improve aSendance for that pupil 

• Whether further support, a nocce to improve or another legal intervencon would be a more 
appropriate solucon 

• Whether any obligacons that the school has under the Equality Act 2010 make issuing a penalty 
nocce inappropriate 

3. Each parent who is liable for the pupil’s offence(s) can be issued with a penalty nocce, but this will 
usually only be the parent/parents who allowed the absence. Regardless of who issues the nocce, the 
payment must be made directly to the Local Authority, by whom all monies are retained. If the payment 
has not been made aoer 28 days, the local authority can decide whether to prosecute or withdraw the 
nocce.  

4. If issued with a first penalty nocce, the parent must pay within 28 days. The amount due is set naconally 
and is reduced if payment is made within 21 days. If a second penalty nocce is issued to the same 
parent in respect of the same pupil, there is not reduccon for earlier payment.  

5. A third penalty nocce cannot be issued to the same parent in respect of the same child within 3 years 
of the date of the issue of the first penalty nocce. In a case where the naconal threshold is met for a 
third cme within those 3 years, alternacve legal accon will be taken instead. 

6. A penalty nocce may also be issued where parents allow their child to be present in a public place 
during school hours without reasonable juscficacon, during the first 5 days of a suspension or exclusion 
(where the school has nocfied the parents that the pupil must not be present in a public place on that 
day). These penalty nocces are not included in the Naconal Framework, not subject to the same 
consideracons about support being provided, and do not count towards the limit as part of the 
escalacon process. The amount due is set naconally and is reduced if payment is made within 21 days. 

7. If the naconal threshold has been met and support is appropriate, but parents do not engage with 
offers of support, the school may offer a no;ce to improve to give parents a final chance to engage 
with support. Nocces to improve will be issued in line with processes set out in the local code of 
conduct for the Local Authority area in which the pupil aSends school. They will include: 

• Details of the pupil’s aSendance record and of the offences 

• The benefits of regular aSendance and the duty of parents under seccon 7 of the Educacon Act 
1996 

• Details of the support provided so far   

• Opportunices for further support, or to access previously provided support that was not engaged 
with 

• A clear warning that a penalty nocce may be issued if aSendance doesn’t improve within the 
improvement period, along with details of what sufficient improvement looks like, which will be 
decided on a case-by-case basis 
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• A clear cmeframe of between 3 and 6 weeks for the improvement period  

• The grounds on which a penalty nocce may be issued before the end of the improvement period 

8. The key informacon regarding penalty nocces is summarised below: 

 
 

  

1 
First offence 
The first cme a penalty nocce is issued for term cme leave or irregular aSendance, 
the amount will be: 
£160 per parent, per child paid within 28 days. 
Reduced to £80 per parent, per child if paid within 21 days. 

2 
Second offence (within three years) 
The second cme a penalty nocce is issued for term cme leave or irregular 
aSendance, the amount will be: 
£160 per parent, per child paid within 28 days. 

3 
Third offence and any further offences (within three years) 
The third cme an offence is commiSed for term cme leave or irregular aSendance, 
a penalty nocce will not be issued. The case will be presented straight to the 
Magistrates’ Court. 
Magistrates’ fines can be up to £2500 per parent, per child. 
Cases found guilty in Magistrates’ Court can show on the parent’s DBS cercficate, 
due to ‘failure to safeguard a child’s educacon’. 

Naconal threshold for penalty nocces: 
10 sessions of unauthorised absence in a 10-week period 
Penalty nocce fines will be considered when there are 10 sessions (5 days) of unauthorised 
absence in a 10-week period. The 10-week period applies to school weeks and may run across 
more than one academic year. 
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Appendix D: Suppor4ng pupils who are absent or returning to school 
1. Where pupils have been absent from school for a short period of cme (for example, because of minor 

illness), form tutors and, where appropriate, keyworkers will ensure that pupils are warmly welcomed 
and offered support to seSle back into school. Teachers will ensure that pupils catch up with any missed 
work and that any gaps in learning are addressed as quickly as is pracccably possible. This may include 
making use of the school’s online systems or providing other resources for pupils to make use of at 
home. 

2. However, we recognise that some pupils, parccularly where they are returning to school aoer a lengthy 
or unavoidable period of absence, may need more support. The approaches we use include (but are 
not limited to): 

• Pastoral support and/or counselling 

• One-to-one ‘check ins’ with the pupil 

• Addiconal support with missed learning including through the school’s online learning systems 

• Access to the school’s SEMH Provision (The Hive) 

• Home visits 

• The use of alternacve provision or referral to specialist services 

• A phased reintegracon plan, which may include the temporary use of a reduced cmetable or 
other cmetable adjustments 

• Work with other groups of pupils to ensure that there is a network of support for the returning 
pupil 

3. Where a pupil is absent from school due to mental ill health, physical ill health or SEND, the school will 
use best endeavours to provide support to the pupil. Approaches will include (but are not limited to): 

• The use of alternacve provision (including online providers) or referral to specialist services 

• Access to the school’s SEMH Provision (The Hive) 

• Regular ‘safe and well’ checks via the telephone, video meecng or in person 

• Home visits 

• Regular communicacon about in-school events and news to help them keep in touch 

• Where appropriate, supporcng the pupil to keep in touch with friends 

4. We recognise that, for some pupils, there are complex barriers to aSendance. Our graduated approach 
(set out in seccon 11 of this policy) enables the school to provide targeted, individualised support for 
these pupils and their families.  


