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This policy has been written to comply with DfE Statutory Guidance “Working together to improve school 

attendance” (DfE statutory guidance, August 2024)”. The guidance records physical attendance on site at 

school and does not reflect attendance and engagement in lessons. As such this policy should be read 

alongside our “Attendance and Engagement in Lessons” document. 
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Introduction 
 

At Bridge Academy we believe that regular and punctual school attendance is the best way for 
learners to make the most of the educational opportunities available to them. Valuable learning time 
can be lost when children are late to, or absent from, lessons. Good attendance and engagement are 
important in ensuring consistency of care and support as well as supporting progress to be made in 
achievement and learning. 
 
We know that all learners begin here with a poor school attendance record – almost all with 
persistent absence, and at secondary age with severe absence. All too frequently they have become, 
or are at risk of becoming, significantly “switched off” from learning and have a negative view of 
school and education generally. These patterns of poor attendance and/or punctuality become 
habits which unless they are broken result in learners not achieving their full potential and as they 
get older not having the important skills that will make them ‘work ready.’ 
 
We also accept that there are numerous and often complex barriers to attendance: for some this is 
due to SEND needs; others due to physical and/or mental health needs or to having lengthy, 
unavoidable periods of absence. Some learners find it harder than others to attend school for a huge 
variety of reasons – many of these reasons have little to do with school itself but are often 
symptomatic of deeper barriers to learning e.g. safeguarding issues, family difficulties, substance 
misuse and addiction. Our school acknowledges each learner as an individual and this policy takes 
into account each child and family’s circumstances. 
 
Ideally learners should be physically present on site and in lessons, on time, every day that Bridge 
Academy is open unless the reason for the absence is unavoidable. However, we recognise that for 
some learners physical attendance at school is not always possible and a reasonable adjustment is 
made for them to access their lessons in a different way, for example remotely, where learners 
access live, synchronous teaching via TEAMS. 
 
We will continue to prioritise providing a welcoming, caring, safe and supportive environment 
whether onsite or remote, as well as strong and trusting relationships with learners and 
parents/carers so each member of our school community is respected, feels valued and safe and can 
thrive. These trusting relationships are so important as any problems with regular attendance are 
best resolved between school, the learner and the parents/carers. 
 
If a learner is reluctant to attend, we advise parents/carers not to cover up their absence or to give in 
to pressure to excuse them from attending. A culture of openness about our thoughts and intentions 
will encourage good attendance. We promote a culture of working together to achieve the best 
outcomes for our learners. 
 
We aim to re-engage learners and improve their attendance in preparation for the next phase of 
their learning journey. We take a whole-school approach to securing good attendance recognising 
the impact that our efforts in other areas – such as the curriculum, behaviour standards, 
pastoral/SEND support, and the effective use of resources such as learner premium – can have on 
improving learner attendance. 
 
We consider the promotion of good attendance as a key priority in terms of maximising the potential 
of our learners and are committed to working in partnership with learners, parents/carers, referring 
schools, the Local Authority (LA) and relevant agencies to ensure that we continue to improve the 
attendance of all our learners. Permitting absence from school without a good reason is an offence 
by the parent. 
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We take our responsibilities to monitor and promote the regular attendance of all learners 
seriously. We acknowledge that irregular attendance disrupts continuity of learning, undermines 
educational progress, leads to underachievement and low attainment and impedes a child / young 
person’s ability to develop socially and emotionally. 

Therefore, we are committed to: 

• high expectations of attendance, promoting and modelling high attendance and its benefits; 

• intervening early and working with other agencies to ensure the health, safety and wellbeing 
of our learners; 

• building strong relationships with families to overcome barriers to attendance; 

• treating learners as an individual and responding to non-attendance depending on their 
particular circumstances; 

• working collaboratively with other schools in the area, as well as other agencies; 

• providing our learners with an effective and appropriately personalised educational 
experience which embraces fairness and equality of opportunity for all; 

• celebrating achievement and progress, so we actively promote and encourage maximum 
attendance for all our learners; 

• ensuring parents follow the framework set in Section 7 of the Education Act 1996, which 
states that “the parent of every child of compulsory school age shall cause them to receive 
efficient full-time education suitable to their age, ability and aptitude, and to any SEND they 
may have, either by regular attendance at school or otherwise”; 

• ensuring our policies are clear and easily understood by all staff, parents and learners; 

• regularly monitoring and analysing attendance and absence data to identify learners or 
cohorts that require more support. 

 
The school’s Attendance administrator is: 

• Ms Lois Mensah can be contacted by calling 01908 889417 

The named member of the senior leadership team (SLT) for attendance is: 

• Mr I Temple who can be contacted via central@bridgeacademy.org.uk 

 

1. Aims 
 

This policy aims to show our commitment to meeting our obligations with regards to school 
attendance, including those laid out in the Department for Education’s (DfE’s) statutory guidance on 
Working together to improve school attendance (applies from 19 August 2024), through our whole-
school culture and ethos that values good attendance, including: 

• setting high expectations for the attendance and punctuality of all learners; 

• promoting good attendance and the benefits of good attendance; 

• reducing absence, including persistent and severe absence; 

• ensuring every learner has access to an appropriate full-time education; 

• acting early to address patterns of absence; 

• building strong relationships with families to make sure learners have the support in place to 
attend school. 
 

We will also promote and support punctuality in attending lessons. 

mailto:central@bridgeacademy.org.uk
https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
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2. Legislation & Guidance 
 
This policy is based on the Department for Education's (DfE's) statutory guidance on 'Working 
together to improve school attendance' (published August 2024, applies from 19 August 2024). This 
policy has been reviewed against the latest version of this guidance to ensure full compliance. Also in 
line with school attendance parental responsibility measures. The guidance is based on the following 
pieces of legislation, which set out the legal powers and duties that govern school attendance: 

• Part 6 of the Education Act 1996; 

• Part 3 of the Education Act 2002; 

• Part 7 of the Education and Inspections Act 2006; 

• The Education (Pupil Registration) (England) Regulations 2006 (and 2010, 2011, 2013, and 

• 2016 amendments); 

• The Education (Penalty Notices) (England) (Amendment) Regulations 2013. 
 
It also refers to: 

• School census guidance 

• Keeping Children Safe in Education 

• Mental health issues affecting a pupil's attendance: guidance for schools 

• Guidance for sharing daily pupil attendance data publishing.service.gov.uk) 
 
This policy complies with our funding agreement and articles of association. 

 

3. Definitions 
 
The following definitions apply for the purposes of this policy: 
 
Lates: 

• arrival at school after the agreed arrival time but before the register has closed; 

• Our registers close 20 minutes after the agreed arrival time (or start time for learners on a 
bespoke timetable or attendance support plan). 
 

Absence: 

• arrival at school after the register has closed; 

• not attending school/provision for any reason. 

 
Authorised absence is absence is classified as authorised when the learner has been absent from 
school and the Principal is satisfied that there has been an unavoidable reason, such as: 

• an absence for sickness for which the principal has authorised; 

• medical or dental appointments which cannot be arranged outside the school day for which 
the principal has authorised; 

• religious or cultural observances which the principal has authorised; 

• an absence due to a family emergency. 
 
Unauthorised absence is any absence that the principal has not given permission for or where an 
explanation has not been provided by the parent/carer, such as: 

• arrival at school after the register has closed; 

• absences which have not been properly explained; 

• truancy or absconding (leaving site) during the school day; 

• parents/carers keeping a learner off school unnecessarily or without reason e.g. shopping 

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.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
https://www.legislation.gov.uk/uksi/2006/1751/contents
https://www.legislation.gov.uk/uksi/2006/1751/contents
https://www.legislation.gov.uk/uksi/2013/757/regulation/2/made
https://www.gov.uk/guidance/complete-the-school-census
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
https://www.gov.uk/government/publications/mental-health-issues-affecting-a-pupils-attendance-guidance-for-schools
https://assets.publishing.service.gov.uk/media/6643266d993111924d9d3383/Guidance_for_sharing_daily_pupil_attendance_data.pdf
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trips, looking after other children or birthdays; 

• absences for day trips/holidays in term-time which have not been authorised by the principal 
in advance. 

 
Persistent absence is when a learner misses between 10% and 49.9% of schooling across the 
academic year for any reason. 
 
Severe absence is when a learner misses more than 50% of schooling across the academic year for 
any reason. 
 
Missing from education means that a learner is not on the register of a school and not receiving 
suitable education in a setting other than a school. 

4. Roles and Responsibilities 
 

All adults – staff, including supply staff, governors and volunteers - within the Bridge Academy 
community are responsible for: 

• following this policy, implementing it fairly and consistently, and ensuring that learners do 
too; 

• setting a good example in matters relating to their own attendance and punctuality; 

• actively promote the importance and value of good attendance to learners and their 
parents/carers; 

• form positive relationships with learners and parents/carers; 

• use their professional judgment and knowledge of individual learners to inform decisions as to 
whether welfare concerns should be escalated. 
 

The Trust Board 
 
The trust board is responsible for: 

• Setting high expectations of all school leaders, staff, pupils and parents/carers. 

• Making sure school leaders fulfil expectations and statutory duties, including: 
o Making sure the school records attendance accurately in the register and shares the 

required information with the DfE and local authority. 
o Making sure the school works effectively with local partners to help remove barriers to 

attendance, and keeps them informed regarding specific pupils, where appropriate. 

• Recognising and promoting the importance of school attendance across the school’s policies 
and ethos. 
 

The Local Governing Board 
 
The governing board is responsible for: 

• Promoting the importance of school attendance across the academies’ policies and ethos. 

• Making sure school leaders fulfill expectations and statutory duties. 

• Making sure the school’s attendance management processes are delivered effectively, and 
that consistent support is provided for pupils who need it most by prioritising staff and 
resources. 

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

• Regularly reviewing and challenging attendance 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 attendance and providing 
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support and challenge. 

• Monitoring attendance figures for the whole school and repeatedly evaluating the 

• effectiveness of the school’s processes and improvement efforts to make sure they are 
meeting pupils’ needs. 

• Where the school is struggling with attendance, working with school leaders to develop a 
comprehensive action plan to improve attendance. 

• Making sure all staff receive adequate training on attendance as part of the regular 
continued professional development offer, so that staff understand: 
o The importance of good attendance 
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 

attendance, including working with partners and keeping them informed regarding 
specific pupils, where appropriate 

• Making sure dedicated training is provided to staff with a specific attendance function in 
their role, including in interpreting and analysing attendance data. 

• Holding the Principal to account for the implementation of this policy. 
 
The principal is responsible for: 

• the day-to-day implementation and management of this policy at the school; 

• communicating the school’s high expectations for attendance and punctuality regularly to 
learners and parents through all available channels; 

• appointing a member of the Senior leadership Team (SLT) as the school’s Attendance 
Champion; 

• issuing fixed-penalty notices, where necessary, and/or authorising the Attendance Champion 
to be able to do so; 

• sharing information from the school register with the local authority, including: 
o notifying the local authority when a learner’s name is added to or deleted from the 

school admission register outside of agreed transition times; 
o providing the local authority with the details of learners who fail to attend school 

regularly, or who have been marked with an unauthorised absence for a continuous 
period of 10 school days; 

o providing the local authority with the details of learners who the school believes will 
miss 15 days consecutively or cumulatively because of sickness. 
 

The Attendance Champion (Christine Dehnel) is responsible for: 

• leading, championing and improving attendance across the school; 

• setting a clear vision for improving and maintaining good attendance; 

• evaluating and monitoring expectations and processes; 

• establishing and maintaining effective systems for tackling absence, and making sure they are 
followed by all staff; 

• monitoring the impact of any implemented attendance strategies; 

• supporting staff with monitoring the attendance of individual learners; 

• having a strong grasp of absence data and oversight of absence data analysis; 

• regularly monitoring and evaluating progress in attendance and reporting it to governors; 

• liaising with learners, parents/carers and external agencies, where needed. 
 

The Attendance Administrator (AO) is responsible for: 

• monitoring and analysing attendance data (see section 10); 

• benchmarking attendance data to identify areas of focus for improvement; 

• using a compassionate approach when listening to learners and parents/carers regarding 
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barriers to attendance; 

• building close and productive relationships with parents to discuss and tackle attendance 
issues; 

• creating intervention or reintegration plans in partnership with learners and their 
parents/carers; 

• delivering targeted intervention and support to learners and families; 

• document interventions used to a standard required should legal proceedings be instigated 
(on CPOMS); 

• providing regular attendance reports to school staff and reporting concerns about attendance 
to the Attendance Champion; 

• working with other agencies to improve attendance and support learners and their families; 

• working with the Local Authority to tackle severe and persistent absence, including: 
o following up on children missing from education; 
o working with the council’s Attendance Enforcement Team through statutory interventions 

in cases of severe absence where other support has not succeeded; 
o advising when to issue fixed-penalty notices; 
o document interventions used to a standard required by the local authority should legal 

proceedings be instigated (on CPOMS); 

• conduct welfare visits as and when required. 
 

The Assistant Principals are responsible for: 

• supporting the implementation and management of this policy; 

• liaise with other identified staff, including the AO regarding attendance issues/patterns eg 
learners hitting attendance trigger points; 

• ensuring information regarding start dates and times is shared with the Admin team/relevant 
staff; 

• follow up on any issues with phone calls or referrals to the AO; 

• work in partnership with parents/carers to support the identification of difficulties and 
strategies to overcome issues around attendance; 

• Share information regarding attendance at other meetings such as CP Conferences and 
Early Help Meetings; 

• contribute to the evaluation of school strategies and interventions. 
 

The SENDCo is responsible for: 

• working with the parents of learners with special educational needs and/or disabilities (SEND) 
to develop specific support approaches for attendance for learners with SEND, including 
where school transport is regularly being missed, and where learners with SEND face in-school 
barriers; 

• communicating with the local authority when a learner with an education, health and care 
(EHC) plan has falling attendance, or where there are barriers to attendance that relate to the 
learner’s needs. 
 

The designated teacher for looked-after children is responsible for: 

• working with virtual school team, social workers and the parents/carer of learners who are, 
or have been, looked after children to develop specific support approaches for attendance, 
including where school transport is regularly being missed and where learners may face in-
school barriers; 

• communicating with the local authority when a looked-after or previously looked-after learner 
has falling attendance, or where there are barriers to attendance that relate to the learner’s 
needs. 
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Admin staff will: 

• maintain our admissions register as required by statutory guidance; 

• update registers with late arrivals and those on bespoke timetables/hours; 

• take calls from parents/carers about absence on a day-to-day basis and record it on the school 
system; 

• transfer calls from parents/carers to either the AO or the AP where appropriate, in order to 
provide them with more detailed support on attendance; 

• make follow up phone calls to parents/carers of absent children and record on CPOMS and 
SIMS; 

• share any information that may need to be followed up/visits arranged etc with relevant AP; 

• alert relevant AP to any potential safeguarding information and record on CPOMS; 

• identify any potential issues emerging with a learner; 

• support with identifying patterns and trends for absence and sharing this information with the 
AP and the AO; 

• for dual-registered learners– contact their mainstream school and inform them of any 
absences. 

• for dual-registered learners– update the portal with attendance daily. 
 

Class teachers are responsible for recording attendance for each lesson using the correct codes 
(present / or absent N) in the lesson register on Class Charts. 
 
Parents/carers are responsible for: 

• the attendance of their child at school – ensuring that their child attends every day/ timetabled 
session on time; 

• promoting good attendance with their children; 

• providing accurate and up-to-date contact details; 

• providing school at least 2 emergency contact numbers for their child; 

• updating school if any of the above contact details change. 
 
Where this policy refers to a parent, it refers to the adult the school and/or local authority 
decides is most appropriate to work with, including: 

• all natural parents, whether they are married or not; 

• all those who have parental responsibility for a child or young person; 

• those who have day-to-day responsibility for the child (i.e. lives with and looks after them). 
 
Learners are responsible for attending their lessons and any agreed school activities/offsite provisions 
arranged by school; arriving to school and lessons on time. 

5. Attendance Expectations 
 
Good attendance is a learned behaviour and we encourage this at all opportunities. Attending well and 
on time prepares our learners for their future education and employment. 
 
Learners are expected to: 

• attend for their agreed timetable hours. (These are reviewed regularly); 

• be punctual and arrive on time to school/online/offsite provision; 

• attend every lesson and be on time for those lessons. 
 
Parents are expected to: 

• contact us as soon as possible, ideally before 8:30am on the first day, if their child is absent to 
let us know the reason why and the expected date of return. This can be by telephoning 
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school and leaving a voicemail message or by emailing Bridge Academy: 
central@bridgeacademy.org.uk 

• contact us again if the expected date of return changes or your child has been absent more 
than 3 days in order to provide an update; 

• avoid unnecessary absences by making appointments for the doctors, dentists, etc. outside of 
school hours wherever possible; 

• avoid taking their child out of school during term-time, where this is unavoidable, and only in 
exceptional circumstances send an ‘Application for leave of absence’ to the Principal who 
will consider the application and agree on the length of the absence, this would only be in 
exceptional circumstances; 

• not keep their child off school to go shopping, to help at home, or to look after other 
members of the family; 

• talk positively to their child about school and why they should attend; 

• take a keen interest in their child’s work and educational progress; 

• support school; take every opportunity to get involved in their child’s education, form a 
positive relationship with the school and acknowledge the importance of children receiving 
the same messages from both school and home; 

• instill the value of education and regular school attendance and punctuality within the home 
environment; 

• encourage a positive routine at home that enables regular and punctual attendance; 

• encourage their child to look to the future and have aspirations; 

• inform us of any change in circumstances that may impact their child’s attendance; 

• ask the school for help if their child is experiencing difficulties and work with agencies that 
can support them; 

• keep to any attendance contracts that they make with the school and/or local authority. 
 
The school day starts and ends at different times depending on the Key Stage and/or provision that 
the learner is accessing. This is explained during the induction meeting, and any subsequent meetings 
when timetables are reviewed. 

• Learners must arrive by their agreed start time on each school day; 

• The register for the first session will be taken at the agreed start time for each learner and will 
be kept open for a further 30 minutes after this time to allow for the impact of transport 
issues, particularly for those learners travelling across the City; 

• The register for the second session will be taken at 12:05pm and will be kept open until 
12:10pm. 

6. Attendance Registers 
 
All learners are placed on our school roll. Bridge Academy uses SIMS to keep attendance registers to 
ensure they are as accurate as possible and can be easily analysed and shared with the appropriate 
authorities. 
 
Designated staff members will take the attendance register at the start of each school day and at the 
start of the afternoon session. This register will record whether learners are: 

• present; 

• attending an approved educational activity (see section 9.1); 

• unable to attend due to exceptional circumstances (see section 9.2) 

• absent. 
 
Bridge Academy uses the national attendance codes to ensure attendance and absence are monitored 
and recorded in a consistent way. These codes are summarised in Appendix 1. 

mailto:central@bridgeacademy.org.uk
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When Bridge Academy has planned in advance to be fully closed, the code ‘#’ will be used for the 
relevant learners who are absent. This code will also be used to record year groups who are not due 
to attend because the school has set different term dates for different years, 
e.g. induction days. 
 
In line with the new statutory guidance, learners who are accessing their learning remotely for any 
reason, including as a reasonable adjustment for health/disability reasons must be marked as absent 
from school because they are not physically present in the school building. However, their attendance 
in their online lessons is recorded and tracked using ClassCharts. If a learner is online and engaging in 
the lesson then they are marked as present for that lesson; conversely if they are not online when 
expected they are marked as absent. 
 
All amendments made to the attendance register will include: 

• the original entry; 

• the amended entry; 

• the reason for the amendment 

• the date on which the amendment was made; and 

• the name and role of the person who made the amendment. 
 
We share our daily attendance data with the DfE directly from the management information system. 
 
Every entry received into the attendance register will be preserved for six years. 
 
Class registers are taken at the start of each lesson, whether onsite or remote, to ensure that learner 
are attending all timetabled lessons. Attendance and engagement in each lesson is recorded in 
ClassCharts and is tracked and analysed as it gives a more accurate reflection of our learners actual 
attendance. 
 

These registers will be analysed alongside the statutory session (morning/afternoon) registers in line 
with the section of this policy. 

7. Absence Procedures 
 
Parents/carers are required to contact the school office via telephone ideally before 8:15am and no 
later than 8:45am on the first day of their child’s absence – they will be expected to provide an 
explanation for the absence and an estimation of how long the absence will last, e.g. one school day. 
Early notification of absence is particularly important for learners who travel to school in a taxi or who 
have a home visit booked, so that these can be cancelled and resources used elsewhere. 
 
Where a learner is absent, and their parent has not contacted the school by the close of the morning 
register to report the absence, administrative staff will contact the parent via telephone call or text 
message as soon as is practicable on the first day that the learner does not attend school. 
 
We will always follow up any absences in order to: 

• ascertain the reason for the absence; 

• ensure the proper safeguarding action is being taken; 

• identify whether the absence is authorised or not; 

• identify the correct code to use to enter the data onto the school census system. 
 
If the learner/family is on a child protection plan, is recognised as a child in need, is looked- after or 
has a social worker, then the relevant professionals will be informed of absence. 
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Where a learner is absent for more than three school days in a row and there has been no contact from 
home, one of the Attendance and Engagement Officers (AO) will attempt to make contact either by 
phone call, text, email or a home visit. If they are unsuccessful and/or the absence continues they will 
act to ensure the learners wellbeing further by making a social care referral or requesting that the 
police undertake a welfare visit. 
 
The school will not routinely request medical evidence in most circumstances where a learner is absent 
due to illness in the short term; however, the school reserves the right to request supporting evidence 
where there are repeated bouts of illness or when there is genuine and reasonable doubt about the 
authenticity of the illness. 
 
In the case of persistent absence, arrangements will be made for parents/carers to speak to one of the 
AOs. On a regular basis, we will share with the local authority the details of all learners who fail to 
attend regularly, or who have missed 10 school days or more without approval/authorisation. 
 
If a learner’s attendance becomes a concern, one of the AOs will arrange a formal meeting with the 
learner and their parent/carer. 
 
Where a learner has not returned to school for 10 days after an authorised absence or is absent from 
school without authorisation for 20 consecutive school days, the school will remove the learner from 
the admissions register if the school and the LA have failed to establish the whereabouts of the learner 
after making reasonable enquiries. 
 
Unplanned absence 
 
The learner’s parent/carer must notify the school of the reason for the absence on the first day of an 
unplanned absence as soon as practically possible, ideally before 8:15am and no later than 8:45am 
by: 

• telephoning the school and speaking with the office staff; 

• leaving a voicemail message on the absence line; or emailing 

• Bridge Academy: central@bridgeacademy.org.uk 

 
We will mark absence due to physical or mental illness as authorised, unless the school has a genuine 
concern about the authenticity of the illness. 
 
In the majority of cases, medical evidence is not required for illness-related absences. However, the 
school may ask for medical evidence in the following circumstances: 

 
• Where your child is regularly absent because of illness, to help us assess what reasonable 

adjustments we can put in place to support their attendance. 
• In a small number of cases where we have genuine and reasonable doubt about the 

authenticity of the illness, and a conversation has not resolved the issue. 
 

When we request medical evidence, this does NOT need to be a letter from your doctor or 
consultant. Doctors will not usually provide such letters. Acceptable evidence includes: 

• Appointment cards. 
• Prescriptions. 
• Notes of previous consultations (including from the NHS App). 
• Text message or email confirmations of appointments. 
• Hospital discharge letters or summaries. 

 

mailto:central@bridgeacademy.org.uk
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**Important:** A lack of written evidence will not prevent us from authorising an absence if you can 
demonstrate your child was, or is, unable to attend, or is awaiting treatment. If we ask for evidence 
you cannot provide, we will arrange a conversation with you to discuss the situation and find a 
resolution. 
 
If, after this conversation, we remain not satisfied about the authenticity of the illness, the absence 
will be recorded as unauthorised and you will be notified of this decision in writing, with an 
explanation of our reasoning. 
 
Planned absence 
 
Attending a medical or dental appointment will be counted as authorised, as long as the learner’s 
parent/carer notifies the school in advance of the appointment. This can be done by either: 

• telephoning the school and speaking with the office staff; 
• leaving a voicemail message on the absence line; or emailing 
• Bridge Academy: central@bridgeacademy.org.uk 

 
However, we encourage parents/carers to make medical/dental appointments out of school hours 
where possible. Where this is not possible, the learner should be out of school for the minimum 
amount of time necessary. 
 
The learner’s parent/carer must also apply for other types of term-time absence as far in advance as 
possible of the requested absence. Go to Section 9 to find out which term-time absences the school 
can authorise. 
 
Lateness and punctuality  
 
A learner who arrives late: 

• before the register has closed will be marked as late, using the L code; 
• after the register has closed will be marked as absent, using the U code. 

 
Bridge Academy has high expectations around punctuality to school. When a learner is late their 
parent/carer will be informed in a text message sent by the school office. Punctuality is closely 
monitored and encourages parents/carers to contact us as soon as possible to discuss any issues that 
could be impacting punctuality. 
 
If there are ongoing concerns around a learner’s punctuality a meeting with the AO Manager and/or 
AP will be arranged to find solutions and set targets for improvement. 
 
Following up unexplained absence 
 
Where any learner we expect to attend school does not attend, or stops attending, without reason, 
the school will: 

• contact the learner’s parent/carer on the morning of the first day of unexplained absence to 
ascertain the reason. If the school cannot reach any of the learner’s emergency contacts, the 
school will request a reason through a text message in the first instance. This could be 
followed up through a welfare check or wider agency response depending on the status of the 
learner/family involved. 

• identify whether the absence is authorised or not; 
• identify the correct attendance code to use and input it as soon as the reason for absence is 

ascertained – this will be no later than 5 working days after the session(s) for which the learner 
was absent; 

mailto:central@bridgeacademy.org.uk
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• contact the parent/carer on each day that the absence continues without explanation, to 
make sure proper safeguarding action is taken where necessary. If absence continues, the 
school will consider involving social care and/or requesting a police welfare check; 

• where relevant, report the unexplained absence to the learner’s youth offending team 
officer/social worker/school attendance officer (for dual registered learners); 

• where necessary, offer support to the learner and/or their parents/carers to improve 
attendance; 

• identify whether the learner needs support from wider partners, as quickly as possible, and 
make the necessary referrals; 

• where support is not appropriate, not successful, or not engaged with, we will refer to the 
Attendance Team of the local authority. We will follow Milton Keynes Council’s procedures 
and may issue a notice to improve, penalty notice or other legal intervention. 

 
Reporting to parents/carers 
 
The school will regularly inform parents/carers about their child’s attendance and absence levels 
termly in our formal written reports and through discussions at our Learning Review Days. 
 
We monitor those learners whose attendance/absence is causing concern on a weekly basis, and 
supportive meetings may be held with one of the AOs or jointly with one of our AOs and a 
representative from the local authority. 
 

8. Authorised and Unauthorised Absence 
 
Attending a place other than school (Refer to Appendix 1, Section 2) 
 
The principal will allow learners to be absent from the school site for certain educational activities or 
to attend other schools or settings as outlined in their timetable. These are not classed as absences 
from school, merely they learner is not present on the school site. 
 
Examples include but are not limited to: 

• attending an offsite approved educational activity; 
• attending another school at which the learner is also registered (dual registration); 
• attending visit or trip arranged by the school; 
• attending provision arranged by the local authority; 
• attending a sporting activity; 
• attending work experience; 
• exceptional circumstances - any other unavoidable cause for the learner not to attend school, 

such as disruption to travel caused by an emergency, a lack of access arrangements, or because 
the school premises are closed. 

 
Approved term-time leave of absence (Appendix 1, Section 3) 
 
The principal can and does only grant leave of absence in advance if the request meets the “exceptional 
circumstances” set out in the 2024 school attendance regulations. 
 
Definition of exceptional circumstances: 
 
Exceptional circumstances are rare, significant, unavoidable, and short-term circumstances that 
could not reasonably have been foreseen or arranged outside of term time. Each request will be 
considered on its individual merits, taking into account: 

https://www.legislation.gov.uk/uksi/2024/208/made#%3A~%3Atext%3D11.%2Can%20%E2%80%9Cauthorised%20person%E2%80%9D).%26text%3D(b)regulated%20employment%20abroad
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• The specific facts and circumstances of the request 
• The relevant background context 
• The learner's overall attendance record 
• The timing of the request (requests during examination periods or at the start of the 

academic year are less likely to be approved) 
• The educational impact on the learner 
• Examples that would NOT normally be considered exceptional circumstances include: 
• Family holidays or celebrations 
• Availability of cheap holidays 
• Overlap with a new term at a different school 
• Family events that could be scheduled during school holidays 

 
The principal's decision on whether circumstances are exceptional is final and is not subject to 
appeal. However, if you believe the decision-making process was flawed, you may make a complaint 
following the school's complaints procedure. 
 
Any request should be submitted in writing to the principal as soon as it is anticipated and, where 
possible, at least 2 weeks before the absence, and in accordance with any leave of absence request 
form (See Appendix 2). 
 
The school considers each application for term-time absence individually, taking into account the 
specific facts, circumstances and relevant background context behind the request. The principal may 
require evidence to support any request for leave of absence. A leave of absence is granted at the 
principal’s discretion, including the length of time the learner is authorised to be absent for. 
 
As a leave of absence will only be granted in exceptional circumstances, it is unlikely a leave of absence 
will be granted for the purposes of a family holiday. 
 
Leave of absence will not be granted: 

• for a learner to take part in protest activity during school hours; or 
• Immediately before and during assessment periods. 

 
The principal’s decision is not subject to appeal; however, the school will be sympathetic to requests 
for absence by parents and will not deny any request without good reason. 
 
If term-time leave is not granted, taking a learner out of school will be recorded as an unauthorised 
absence and may result in sanctions, such as a penalty notice. The school cannot grant leaves of 
absence retrospectively; therefore, any absences that were not approved by the school in advance 
will be marked as unauthorised. 
 
*Pregnant Learners - leave for maternity is treated like any other leave of absence in exceptional 
circumstances. Schools are expected to act reasonably and grant a sufficient period of leave from 
school, taking into consideration the specific facts and circumstances of each case. Our school 
approves leave of absence from 6 weeks before the due date until after the 6 week postnatal check-up 
unless advised otherwise by medical professionals. 

 
Other valid reasons for authorised absence (Appendix 1, Section 4) include but are not limited to: 

• suspension or exclusion from school (and no alternative provision has been made); 
• illness (including mental-health illness) and medical/dental appointments; 
• religious observance – where the day is exclusively set apart for religious observance by the 

religious body to which the learner’s parent(s) belong(s). We will define this as a day where 
the learner’s parents/carers would be expected by an established religious body to stay away 
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from their employment to mark the occasion. We may seek advice from the parent’s/carer’s 
religious body to confirm whether the day is set apart; 

• parent(s)/carer(s) travelling for occupational purposes – this covers Roma, English and Welsh 
gypsies, Irish and Scottish travellers, showmen (fairground people) and circus people, bargees 
(occupational boat dwellers) and new travellers. If a learner is travelling with their 
parent/carer as a result of their trade or business and is therefore unable to attend, we will 
assure ourselves that this is a genuine reason. Proof will not be sought without genuine and 
reasonable doubt about the authenticity of the reason for absence given. The parent will be 
encouraged to ensure that the learner can attend a school where they are travelling to and be 
dual registered at that school. Absence may be authorised only when a traveller family is 
known to be travelling for occupational purposes and has agreed this with the school, but it is 
not known whether the learner is attending educational provision. 

 

Unable to attend due to unavoidable cause (Appendix 1, Section 5) includes when a learner is unable 
to attend because: 

• there is a lack of access arrangements; 
• transport normally provided is not available and the school is not within walking distance; 
• there is widespread disruption to travel; 
• part of the school premises is closed, and the learner cannot be  practicably accommodated; 
• the whole school site has been closed unexpectedly; 
• the learner is in criminal justice detention; 
• public health guidance or law legislates that attendance is respectively not advised or 

prohibited; 
• any other avoidable cause makes attendance impossible. 

 

The use of the seven ‘Y’ codes for exceptional circumstances will be collected in the school census for 
statistical purposes. Code Q will be used in circumstances where there are a lack of access 
arrangements. 
 
Absences due to complex barriers to attendance 
 
We recognise that learners with SEND and/or health conditions, including mental health issues, may 
face greater barriers to attendance than their peers, and have incorporated robust procedures to 
support our learners who find attending school difficult. 
 
In line with the SEND Policy, Accessibility Plan, Equality Objectives and Supporting Learners with 
Medical Conditions Policy, we ensure that reasonable adjustments are made for disabled learners to 
reduce barriers to attendance, in line with any EHC plans or IHPs that have been implemented. We 
will secure additional support from external partners to help bolster attendance where appropriate. 
Where there are concerns that a learner’s non-attendance may be related to mental health issues, 
parents/carers will be contacted to discuss the issue and whether there are any contributory factors 
to their child’s lack of attendance. Where staff have a mental health concern about a learner that is 
also a safeguarding concern, they will inform the DSL and the Safeguarding and Child Protection Policy 
will be followed. 
 
All learners are supported with their mental health as part of our standard offer. 
 
As a commissioned provider for medical needs and Section 19 cases, we have a range of options to 
use to support those learners to access education in a controlled way that meets their needs. Any 
action plan we co-produce with families is designed to help any learners with SEND and/or health 
issues cope with the stress and anxiety that attending school may cause them. The plans are 
personalised to support individual needs but may include, for example: 
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• identifying learners’ unmet needs through the Early Help Process; 
• using an internal or external specialist; 
• enabling a learner to have a bespoke timetable, including a blended learning offer where 

appropriate; 
• temporary late starts or early finishes; 
• phased returns to school where there has been a long absence; 
• one-to-one lessons. 

 
Such plans are monitored and reviewed regularly until the learner is attending school as normal and 
there has been signs of significant improvement. 
 
Unauthorised absence 
 
This is any absence for which a legitimate/acceptable explanation has not been provided. 

9. Attendance Monitoring and Analysis 
 
As well as meeting our statutory responsibilities, it is important that schools monitor attendance and 
patterns of attendance as part of our safeguarding procedures. 
 
Attendance Monitoring 
 
Due to the type of provision we are, our cohort changes weekly and therefore we do not track generic 
groups such as year groups or cohorts; instead we track at an individual learner level. We do this by: 

• roll call (legal register taken at the start of each session) marks are checked daily and a tracking 
sheet is completed to identify when a learner is absent and parents / carers are notified as 
soon as possible of the absence; 

• parents/carers of learners who arrive late are contacted to let them know arrival time at 
school; 

• staff are on “Meet and Greet” duty every morning to monitor lateness and attendance 
patterns; 

• the attendance of all learners is tracked from when they start at Bridge Academy an 
attendance baseline, calculated from attendance records provided by the referring school; 

• tracking sheet used weekly to spot trends and changes in attendance; 
• learners with concerning patterns of absence are discussed at our internal placement panel 

and plans put in place to improve attendance; 
• AOs meet fortnightly with the SLT leads on attendance, including the Attendance Champion 

to discuss individual learners as well as any emerging trends in absence; 
• AOs monitor any learners with patterns of repeated and/or continuous absence, and follow 

up with home visits; 
• termly meeting with a member of the LA’s Attendance and Enforcement Team to discuss 

attendance cases. Where a learner has an education health and care (EHC) plan and their 
attendance falls, or the school becomes aware of barriers to attendance that are related to 
the learner’s needs, the school will inform the local authority. 

 
In addition, lesson attendance is taken and monitored by class teacher and APs using Class Charts. 
CPOMS is used to maintain a log of communication/home visits/meetings etc for learners where school 
are offering support around attendance. 
 
As required by legislation, Bridge Academy has granted the DfE access to its management 
information system so the data can be accessed regularly and securely; and we share specific learner 
information with the DfE and other agencies on request. All data sharing is done in line with GDPR 
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requirements. As an alternative provision academy there are no databases against which to 
benchmark our attendance. The DfE publish annual national data for Alternative Provision (AP) twice 
a year, but this does not offer a reliable benchmark as the nature of APs nationally, regionally and 
even locally are very different, for example but not limited to, commissioning arrangements; long or 
short-term interventions; part time or full time etc. 
 
How attendance is monitored by Ofsted 
 
From November 2025, Ofsted uses a new inspection framework with a 5-point grading scale to 
evaluate schools. While there is no longer an overall effectiveness grade, attendance is considered as 
part of several evaluation areas, including: 

• Behaviour and Attitudes - including attendance patterns and the school's response to 
absence. 

• Personal Development - including how well the school supports learners to overcome 
barriers to attendance. 

• Leadership and Management - including how leaders monitor and improve attendance. 
 

The grading scale is: 
• Exceptional (highest quality provision) 
• Strong standard 
• Expected standard 
• Needs attention 
• Urgent improvement (lowest quality provision) 

 
Inspectors will look at: 

• How we identify and support learners with attendance difficulties 
• The effectiveness of our interventions 
• How we work with families and external agencies 
• Whether we understand the complex barriers to attendance faced by our learners 
• How we use data to improve attendance 

 
As an alternative provision academy, inspectors will take into account the context of our learners, 
many of whom arrive with persistent or severe absence. They will focus on the progress we make in 
improving attendance from each learner's baseline, rather than comparing us to national averages 
for mainstream schools. 
 
Attendance Data Analysis 
 
We collect a variety of attendance and absence information which we then: 

• analyse at an individual learner level to identify if they are making progress and/or to identify 
any concerns suggesting that a learner and/or their families need support with school 
attendance; 

• look at learners’ historic and emerging patterns of attendance and absence, and then develop 
strategies to address these patterns; 

• analyse the impact on attendance of U codes as well as C codes, particularly C2; 
• compare current data with “on entry” data to see if learners have improved since starting 

Bridge Academy. 
• compare week-on-week data to look at improvements/ analyse trends. 

 
Using Data to Improve Attendance 
 
We use our data to: 
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• provide regular attendance reports to facilitate discussions with learners and families, and to 
the governing board and school leaders (including special educational needs co-ordinators, 
designated safeguarding leads and learner premium leads); 

• celebrate improvements and issue rewards for improved attendance; 
• find patterns and trends of persistent and severe absence; 
• develop attendance action plans, including setting attendance targets for individual learners 

to address patterns of absence (of all severities); 
• provide targeted support through the Early Help system to the learners we have identified 

whose absences may be a cause for concern, and their families; 
• monitor and evaluate the impact of any interventions put in place in order to modify them and 

inform future strategies; 
• share information and work collaboratively with other schools in the area, local authorities 

and other partners including the Virtual School Team, social care and health professionals e.g. 
CAMHS to keep them informed regarding specific learners. 
 

Reducing Persistent and Severe Absence 
 
Almost all learners referred to Bridge Academy are persistent absentee, largely because of 
suspensions and/or reduced timetables used by their previous school; or in the case of medical 
needs/Section 19 referrals due to health issues. Reducing persistent absence is one part of our 
strategy for improving attendance, although this is not always going to be possible despite everyone’s 
best efforts. 
 
As a school, we always consider potential safeguarding issues and, where suspected or present, 
address them in line with Keeping Children Safe in Education so our main focus is on reducing severe 
absence especially for those learners who have attendance of between 0% and 35%. By doing this and 
re-engaging with learners and their families, we hope to then see further improvements. 

We: 
• maintain daily contact with parents/carers when a learner is absent; 
• do direct work with learners who are severely absent to promote engagement; 
• use praise and incentives to reward improvements; 
• offer a bespoke learning package, including but not limited to: 
• vocational placements; 
• work experience; 
• blended learning – including both of the above plus either onsite or lessons; 
• offsite sessions with a tutor (exceptional circumstances); 
• amended hours; 
• hold regular meetings with the parents/carers of severely absent learners to: 
• discuss attendance and engagement at school; 
• listen, and understand barriers to attendance, including medical/health issues; 
• explain the help that is available; 
• explain the potential consequences of, and sanctions for, persistent and severe absence; 
• review any existing actions or interventions 
• AOs undertake weekly home visits, sometime with other external agencies e.g. social care or 

members of the LA’s Attendance Enforcement Team; 
• use Early Help when needed to provide access to wider support services to remove the barriers 

to attendance, in conjunction with the local authority, where relevant attend meetings with 
external agencies and liaise with other professionals to identify concerns and put plans in place 
to improve attendance; 

• consider alternative support that could be put in place to remove any barriers to attendance 
and re-engage these learners. In doing so, we will sensitively consider some of the reasons for 
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absence; 
• use of attendance enforcement; 
• implement sanctions, where necessary. 

10. Sanctions 
 
Bridge Academy will make use of the full range of potential strategies – including, but not limited to, 
those listed below – to tackle poor attendance. Decisions will always be made on an individual, case-
by-case basis. 
 
Penalty notices 
 
What is a Penalty Notice? 
A penalty notice is a fine that can be issued to parents/carers for unauthorised absence from school. 
The principal (or someone authorised by them), the local authority, or the police can issue penalty 
notices where a child of compulsory school age has unauthorised absence. 
 
Before we issue a penalty notice, we will check with Milton Keynes Council and send them a copy of 
any penalty notice issued. 
 
When will a Penalty Notice be considered? 
Before issuing a penalty notice, we will consider each individual case carefully, including: 

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

• Whether a penalty notice is the best available tool to improve attendance for that learner. 
• Whether further support, a notice to improve, or another legal intervention would be a 

more appropriate solution. 
• Whether any obligations that we have under the Equality Act 2010 make issuing a penalty 

notice inappropriate (for example, where a learner's absence is related to their disability). 
 

Who can receive a Penalty Notice? 
Each parent/carer who is liable for the learner's unauthorised absence can be issued with a penalty 
notice. This will usually only be the parent(s)/carer(s) who allowed the absence to occur. 
 
A penalty notice may also be issued where parents/carers allow their child to be present in a public 
place during school hours without reasonable justification, during the first 5 days of a suspension or 
permanent exclusion (where the school has notified the parents that the learner must not be 
present in a public place on that day). 
 
How much is a Penalty Notice fine? 
First penalty notice (per parent, per child): 

• £80 if paid within 21 days 
• £160 if paid within 22-28 days 

 
Second penalty notice within 3 years (per parent, per child): 

• £160 flat rate if paid within 28 days (no reduced rate available) 
 
Third instance within 3 years: 

• A penalty notice cannot be issued. 
• Alternative legal action will be taken, which may include prosecution. 
• Payment: All payments must be made directly to Milton Keynes Council, regardless of who 

issues the notice. If payment is not made after 28 days, the local authority will decide 
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whether to prosecute or withdraw the notice. 
Example scenarios: 
 
Single parent with one child taking unauthorised holiday for 5 school days: 

• First offence: £80 (if paid within 21 days) or £160 (if paid within 22-28 days) 
• Two parents with two children taking unauthorised holiday: 
• First offence: £320 total (£80 per parent per child if paid within 21 days) or £640 total (if paid 

within 22-28 days) 
• Second offence within 3 years (two parents, two children): 
• £640 total (£160 per parent per child, no reduced rate) 

 
What happens if I don’t pay? 
If you do not pay the penalty notice within 28 days, Milton Keynes Council may: 

• Prosecute you in the Magistrates' Court under Section 444 of the Education Act 1996 
• Withdraw the notice 

 
If prosecuted and found guilty, you could receive: 

• A fine of up to £2,500 per parent per child 
• A community order 
• In exceptional circumstances, a sentence of up to 3 months in prison 

 
Can I appeal a Penalty Notice? 
 
There is no right of appeal against a penalty notice. However, if you believe the notice has been 
issued incorrectly, you should contact Milton Keynes Council's Attendance Enforcement Team 
immediately to discuss your concerns. 

 
Three year rule 

 
If you receive a first penalty notice, the local authority will record this. Any subsequent penalty 
notices issued for the same child within 3 years will be subject to the higher flat rate of £160 (with 
no reduced payment option). 
 
If the national threshold is met for a third time within those 3 years, a penalty notice cannot be 
issued. Instead, alternative legal action will be taken, which may include: 

• Prosecution under Section 444 of the Education Act 1996 
• An Education Supervision Order 
• A Parenting Order 

 
Support is always available 

 
Even if a penalty notice is issued, we will continue to work with you to improve your child's 
attendance. We encourage you to engage with any support offered, as this demonstrates your 
commitment to your child's education and may be taken into account in any legal proceedings. 
 
If you are experiencing difficulties that are affecting your child's attendance, please contact our 
Attendance and Engagement Officers as soon as possible. We are here to help, not to punish. 
If the national threshold has been met and support is appropriate, but parents/carers do not engage 
with offers of support, the school may offer a notice to improve to give them a final chance to engage 
with support. 
 
Notices to improve will be issued in line with processes set out in the local code of conduct for the local 
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authority area in which the learner attends school. 
They will include: 

• details of the learner’s attendance record and of the offences; 
• the benefits of regular attendance and the duty of parents/carers under section 7 of the 

Education Act 1996; 
• details of the support provided so far; 
• opportunities for further support, or to access previously provided support that was not 

engaged with; 
• a clear warning that a penalty notice may be issued if attendance does not improve within the 

stated improvement period, along with details of what sufficient improvement looks like, 
which will be decided on a case-by-case basis; 

• a clear timeframe of between 3 and 6 weeks for the improvement period; 
• the grounds on which a penalty notice may be issued before the end of the improvement 

period. 

11. Promoting Attendance and Punctuality 
• ClassCharts points are awarded for excellent or improved attendance across the half term; 
• attendance display board to promote good attendance on each site; 
• “Meet and Greet” to check in with learners each morning and staff supervised departure to 

end the day on a positive; 
• participation in reward trips – these are considered a privilege and we set minimum 

attendance levels for learners to be invited to take part, taking into account health needs or 
home circumstances that result in additional absences; 

 
Working with Families to improve attendance 
 
We work hard to cultivate strong, respectful relationships with parents/carers and families which in 
turn builds trust and engagement. Open and honest communication will be maintained with learners 
and their families about the expectations of school life, attendance and performance so that they 
understand what to expect and what is expected of them. 
 
We also liaise with other agencies working with learners and their families to support attendance, e.g. 
social care. 
 
We endeavour to maintain three sets of emergency contact details for each learner wherever possible 
so that we have additional options for getting in touch with adults responsible for a child where the 
learner is absent without notification or authorisation. 
 
We ensure that parents/carers are aware of their legal duty to ensure that their child attends school 
regularly and to facilitate their child’s legal right to education, regularly informing them about their child’s 
levels of attendance, absence and punctuality. 
 

Whenever there are issues, our AOs work collaboratively with the learner and their family to improve 
attendance, taking into consideration the sensitivity of some of the reasons for absence and 
approaching families to offer support rather than immediately reach for punitive approaches. 
 
Where these barriers are related to the learner’s experience in school, we will work to address this. 
Where the barriers are outside of the school’s control, e.g. they are related to issues within the pupil’s 
family, we work with any relevant external agencies or authorities, e.g. children’s social care or the LA, 
and will encourage families to access support that they may need. 
 
However, in certain cases where support has been offered but there has been no engagement or 

https://www.legislation.gov.uk/ukpga/1996/56/section/7
https://www.legislation.gov.uk/ukpga/1996/56/section/7
https://www.legislation.gov.uk/ukpga/1996/56/section/7
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improvement, we escalate these to the LA’s attendance enforcement team. They may lead early help 
and put action plans in place. If these targets are not met the case is then discussed with the council’s 
legal team to decide whether it is appropriate for prosecution. 

12. Policy Monitoring & Evaluation Arrangements 
 
This policy will be reviewed as guidance from the local authority and/or DfE is updated, and/or at least 
annually by the principal and Attendance Champion. After every review, the policy will be approved 
by the LGB. 

13. Links with other Policies 
 
This policy links to the following policies: 

• Behaviour & Relationships Policy; 
• Complaints Procedures Policy; 
• Safeguarding & Child Protection Policy; 
• Special Educational Needs and Disabilities (SEND) Policy. 
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Appendix 1: Attendance Codes  
(taken from the DfE’s guidance on school attendance) 
 
Note: These codes are taken from the DfE's guidance on school attendance (August 2024). This 
appendix was last reviewed and verified against DfE guidance in April 2026. The school will review 
these codes annually to ensure they remain accurate and up to date. 
 
Important: The codes below are used for the statutory morning and afternoon registers. Bridge 
Academy also maintains lesson-by-lesson attendance records using ClassCharts, which provides a 
more detailed picture of learner engagement. 
 

Code Definition Explanation 

Section 1: Attending School (present) 

/ Present (am) Learner is present at morning registration 

\ Present (pm) Learner is present at afternoon registration 

L Late arrival 
Learner arrives after the agreed arrival time but before register has 
closed 

Section 2: Attending a place other than the school 
absent from the school site but not classified as absences 

B 
Attending any other 
approved educational activity 

Learner is attending a place for an approved educational activity that 
is not a sporting activity or work experience 

D Dual registered 
Learner is attending a session at another setting where they are also 
registered 

K 
Attending education 
provision arranged by the 
local authority 

Learner is attending a place other than a school at which they are 
registered, for educational provision arranged by the local authority 

P 
Participating in a sporting 
activity 

Learner is participating in a supervised sporting activity approved by 
the school 

V 
Attending an educational visit 
or trip 

Learner is on an educational visit/trip organised or approved by the 
school 

W Attending work experience Learner is on an approved work experience placement 

Section 3: Absent - leave of absence authorised by the Principal 

C Exceptional circumstances 
Learner has been granted a leave of absence due to exceptional 
circumstances 

C1 

Participating in a regulated 
performance or undertaking 
regulated employment 
abroad 

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

C2 Part-time timetable Learner is not in school due to having a part-time timetable 

J1 Interview 
Learner has an interview with a prospective employer/educational 
establishment 

M Medical/dental appointment Learner is at a medical or dental appointment 

S Study leave 
Learner has been granted leave of absence to study for a public 
examination 

https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
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X Not required to be in school Learner of non-compulsory school age is not required to attend 

Section 4: Absent - other authorised reasons approved by the Principal 

E Suspended or excluded 
Learner has been suspended or excluded from school and no 
alternative provision has been made 

I 
Illness (not medical or dental 
appointment) 

Learner is unable to attend due to illness (either related to physical 
or mental health) 

R Religious observance Learner is taking part in a day of religious observance 

T 
Parent travelling for 
occupational purposes 

Learner is a ‘mobile child’ who is travelling with their parent(s) who 
are travelling for occupational purposes 

Section 5: Absent - unable to attend school because of unavoidable cause 

 
Q 

 
Lack of access arrangements 

Learner is unable to attend school because the 
local authority has failed to make access arrangements to enable 
attendance at school 

 
Y1 

 
Transport not available 

Learner is unable to attend because school is not within walking 
distance of their home and the transport normally provided is not 
available 

 
Y2 

 
Widespread disruption to 
travel 

Learner is unable to attend because of widespread disruption to 
travel caused by a local, national or international emergency 

 
Y3 

 
Part of school premises 
closed 

Learner is unable to attend because they cannot practicably be 
accommodated in the part of the premises that remains open 

Y4 Whole school site 
unexpectedly closed 

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

 

 
Y5 

 
 
Criminal justice detention 

Learner is unable to attend as they are: 
• in police detention; 
• remanded to youth detention, awaiting trial or sentencing; or 
• detained under a sentence of detention. 

Y6 Public health guidance or law Learner’s travel to or attendance 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 

Section 6: Absent - unauthorised absence 

G 
Holiday not granted by the 
school 

Learner 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 
satisfied that the reason given would be recorded using one of the 
codes for authorised absence 

U 
Arrived in school after 
registration closed 

Learner has arrived late, after the register has closed but before the 
end of session 

Section 7: Administrative codes 

Z 
Prospective learner not on 
admission register 

Learner has not joined school yet but has been registered 

 
 

 
 

Whole-school closures that are known and planned in advance, 
including school holidays. Also used to record cohorts who are not 
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# Planned whole-school closure due to attend because the school has set different term dates for 
different years e.g. induction days 
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Appendix 2: Leave of Absence Request Form 
 
Before requesting Leave in term time, you need to think about: 

• the lessons your child will miss. 
• the difficulty they will have catching up; 
• the effect it will have on how well they do in school. 
• the fact that the school can refuse permission for you to take your child out of school during 

term time. 
 
For your information: 
You do NOT have the right to take your child out of school during term time without the permission of 
the Principal. The school will not authorise absence during the first half of the summer term for any 
pupils in Year 6 and Year 11, even if it is exceptional, as learners are sitting external exams with fixed 
dates e.g. SATs and GCSEs. 
 
Permission should be requested on the form below and returned to the school office. 
 
Leave of absence will only be granted for exceptional circumstances in accordance with Government 
Legislation. A Fixed Penalty fine may be issued if this leave of absence is not authorised. Parents 
currently must pay £80 if they pay within 21 days or £160 if they pay within 28 days. This charge is 
per parent/carer per child. If the fixed penalty notice remains unpaid this could lead to prosecution in 
the Magistrate’s Court. If a second penalty notice is issued to the same parent for the same pupil 
within 3 years of the first notice, the second notice is charged at a flat rate of £160 per parent per 
pupil, if paid within 28 days. A third penalty notice must not be issued within a 3 year period. 
Therefore, in cases where the threshold is met for a third (or subsequent) times within those 3 years, 
a penalty notice cannot be issued and alternative action will be taken instead. This will often include 
considering prosecution 
 

Name of Learner  Year  

Parent/Carer Name  

First day of absence  Last day of absence  

Return to school on  

Explain the reasons for the request below 

 

Signed*  Date  

* This form should be signed by the parent/carer the learner usually lives with 

============================================================================ 
RESPONSE TO REQUEST 
 

Name of Learner  Year  

Outcome of request Approved / Not approved Fixed penalty notice to be issued Yes / No 

Additional comments  

Signed  Date  
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Appendix 3: Attendance Improvement Plan 

ATTENDANCE IMPROVEMENT PLAN 
 

Name of Learner  

Year Group  Tutor  Head of House  

Parent/Carer Name  

 

Date of meeting  

Attendees  

Date of Reviews Interim  Final  

DETAILS/LATEST ATTENDANCE SUMMARY 
 

Attendance Record Initial Meeting Interim Review Final Review 

Attendance    

Number of Unauthorised Absence    

Number of Authorised Absence    

Number of Lates    

 
Initial Meeting 
 

School views: 

Parent views: 

Learner views: 
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Attendance Contract 
 

School: 
• Will not authorise absences unless satisfied of the validity. 
• If no improvement is made in attendance, this case will be referred to the next intervention level 

potentially leading to legal proceedings. 

Parent/carer: 
• To ensure attendance targets are achieved and sustained. 
• Contact school should there be any further absences and provide medical evidence where 

possible. 
• No further unauthorised absences on attendance record 
• Provide evidence to school to enable the authorisation of absences. (appointment card, copy of 

prescription/ medical or similar). 

Learner: 
• To improve attendance. 
• No further absences on attendance record. 
• To arrive on time. 
• Discuss with AO, Assistant Principal or other named adult if they have any further problems in 

the school. 

 
Signed Learner: 
 
Signed Parent/Carer: 
 
Signed School: 

 

Interim Review 
 

School views: 

Parent views: 

Learner Views: 
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Signed Learner: 
 
Signed Parent/Carer: 
 
Signed School: 

 

Final Review 
 

School views: 

Parent views: 

Learner views: 

 
Signed Learner: 
 
Signed Parent/Carer: 
 
Signed School 
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Appendix 3: Model Attendance Letter 1 to Parent / Carer 
 

Bridge Academy 
Jonathans  

Coffee Hall  
Milton Keynes 

MK6 5DE 
 
 
Dear 
 
Re: 
 
Current attendance % 
 
I am writing regarding your child’s school attendance which has dropped below 95%. 

While we may not consider 95% attendance to be poor, I want to take this opportunity to share some 
information regarding the importance of attendance and its possible impact on future outcomes. 
 
How much school is my child missing? 

 

Percent Attendance Days Off School Is this good? 

100% 0 Outstanding 

98% 4 days a year Very Good 

95% 10 days a year Almost there 

90% 
19.5 days a year 

(Half a day every week) 
Needs improving 

80% 
39 days a year 

(One day a week) 
Concerned 

 
What should I do if my child is ill? 
 
If your child is unwell on a school day, please always contact the school before 9.05am to 
let them know. 
 
If your child is absent from school for 3 or more days, or is often absent for short spells, the 
school may ask you to present a doctor’s note to verify the reason for absence. A letter or 
email from parent is needed when: 

• A child has a condition requiring hospital or surgical care. 

• The child returns to school with a cast or stitches. 
 
Is my child well enough to attend school? 

Please remember that early morning aches often pass, so don’t keep your child at home ‘just in 
case’ when they could be learning in class. 
 
Your child should be well enough to attend school if they have minor aches and pains; a 
cough or a cold, or a sore throat. 

 
Attendance and Achievement 
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Number of Good GCSEs Achieved 

100-96% 95-91% 90-86% 85-81% 80-76% 75% > 

Remember the best place for your child to learn is at school. Pupils with good attendance 
stand the best chance of achieving good qualifications. 
 
 
 
 

 

12  

10 
      

8 
      

6 
      

4 
      

2 
      

0  
100-96% 

 
95-91% 

 
90-86% 

 
85-81% 

 
80-76% 

 
75% > 

 
 

 
We will be monitoring your child’s attendance closely to try and ensure the best outcomes possible. 
If you have any concerns, please do not hesitate to contact your child’s form tutor. 

 
Thank you for your support in this 

matter. Yours sincerely, 

 
 
 
Principal 
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Appendix 4: Model Attendance Letter 2 to Parent / Carer  
Bridge Academy 

Jonathans 
Coffee Hall 

Milton Keynes 
MK6 5DE 

 

 
Date  
 
Dear  
 
Re: 
 
I am writing regarding your child’s school attendance. Your child’s attendance is currently - %. 
Previous attendance figure - % 
 
Although your child’s absence may have been due to illness or other circumstances that you have 
notified the school about further absences could result in them missing a substantial amount of their 
valuable education. 
 
At the Stephenson Academy we strive for an attendance of 95%. Government research has shown a 
direct correlation between good attendance and positive academic achievement. Research has shown 
that pupils who miss between 10% and 20% of school, only 35% of them manage to achieve five grade 
9 to grade 4 GCSEs (previously known as grades A*-C) including English and Maths, the remainder of 
pupils don’t do as well in their exams. 
 
I will be monitoring your child’s attendance over the next month and will meet with them to discuss 
any concerns in order to support their attendance here at Stephenson Academy. 
 
If there are any issues that you feel the school should know about that are affecting your child’s regular 
attendance, then please do not hesitate to contact me. 
 
Thank you for your support in this matter.  
 
Yours sincerely, 

 
Principal 
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Appendix 5: Model Attendance Letter 3 to Parent / Carer  
Bridge Academy 

Jonathans 
Coffee Hall 

Milton Keynes 
MK6 5DE 

 

 
Date  
 
Dear  
 
Re: 
 
I am writing regarding your child’s school attendance. 
 
Your child’s attendance is currently %.  
 
Previous attendance figure % 
 
Due to the continual lack of attendance, I am now inviting you to a formal meeting to discuss the 
issues and concerns raised whilst looking at offering various support strategies. This meeting will take 
place on ………. at ………….. and you must provide all evidence for unavoidable absences at this 
meeting. This may take the form of medical notes if you stated that your child was unwell, and medical 
evidence will now be necessary for every absence going forward. 
 
May I take the opportunity to remind you that as a parent you are legally responsible for ensuring that 
your child attends school or you could be guilty of an offence under s444 of the Education Act 1996. 
This could result in a fixed penalty notice being issued or prosecution by the Local Authority for 
unauthorised absence from school. 
 
Thank you for your support in this matter.  
 
Yours sincerely, 
 
 
 
Principal 
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Appendix 6: Model Attendance Letter 4 to Parent / Carer  
Bridge Academy 

Jonathans 
Coffee Hall 

Milton Keynes 
MK6 5DE 

 

 
Date  
 
Dear  
 
Pupil: 
 
I write to advise you that you could face a legal sanction if you fail to ensure that your child attends 
school regularly and punctually. 
 
During the period ****** to *******(the school was open, and your child has current overall 
attendance is *%. 
 
Section 7 of The Education Act, 1996 states that you have a legal duty to ensure your child’s regular 
attendance at school; therefore, if your child’s attendance does not improve the matter will be 
referred to the Local Authority who will commence legal proceedings. This could mean, under the 
terms of the Anti-Social Behaviour Act, 2003, a Fixed Penalty Notice will be issued to you and a fine 
of £60 will become payable in 21 days or £120 will be payable after 21 days but within 28 days. A 
Notice could be issued three weeks after the date of this letter if there is no improvement in your 
child’s attendance or punctuality. This warning is in place for 12 (twelve) school weeks as set out in 
the Milton Keynes Code of Conduct for their issue. 
 
Alternatively, we will write to invite you to an Attendance Interview or refer the case to the Local 
Authority who will invite you to an Attendance Interview. If there is no improvement after the 
interview, legal sanctions will commence and the Local Authority will invite you to a PACE interview. 
 
You will receive a formal caution interview as required by the PACE Act* which will lead to a 
prosecution in the magistrates’ court under Section 444 (1) or Section 444 (1a) Education Act, 1996: 
if convicted you will receive a fine of up to £2,500 and/or 3 months imprisonment for an 
“aggravated” offence or a fine of up to £1000 and a criminal record for a Level 3 offence. 
 
Yours sincerely, 
 
 
 
Principal 
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Appendix 7: A Guide for Parents on School Attendance 

Working together to improve school attendance 
 
Being in school and having the best attendance possible underpins all the many benefits of school for 
your child, such as their learning, wellbeing and wider development. 
 
For some children, attending school every day will be harder than for others. This is why schools, and 
local councils in some cases, are committed to working together with families to solve problems and 
support your child’s school attendance. This guide covers two areas: 

 
• parents’ responsibilities1for school attendance and what you need to do when your child 

needs to be absent. 
• How schools and local authorities will work with you to support your child’s attendance. 

 
Parents’ Responsibilities 
 
What are my responsibilities for my child’s attendance? 
 
As a parent, you are legally responsible for making sure your child gets a suitable fulltime education, 
usually from the age of 5 to 16. 
 
For most parents, this will mean making sure your child is in school every day except when: 

• Your child is too ill to go to school. 
• You have permission for a leave of absence from your child’s school for them not to attend. 
• You should only ask for this in exceptional circumstances. 
• Your religious body has a day especially for religious observance. There are also some other 

circumstances for example where: 
• Your local council is responsible for arranging your child’s transport to school and it is not 

available on that day or has not been provided yet. 
• Your child attends an independent school that is beyond walking distance from home and 

your local council has not arranged for your child to board at or near the school or attend 
another school closer to home. 

• Your child does not have a permanent address and you are required to travel for work. (This 
exception only applies if your child attends their usual school or another school where you 
are staying as often as possible. This must be 200 half days or more a year if they are aged 6 
or older.) 

 
Whilst some absence is unavoidable, it is important that your child is in school every day they can be 
for their learning, wellbeing and development. 
 
If my child needs to be absent from school, what do I need to do? 
 
You should contact their school as early as possible on the first day of absence to explain why. If you 
do not, your child’s school will contact you on the first morning of their absence to find out why your 
child is not in school. 
 

 
1 The meaning of ‘parent’ in relation to a child includes any person who is not a parent but who has 
parental responsibility for the child or who has care of the child, as set out in section 576 of the 
Education Act 1996. 

https://www.gov.uk/schools-admissions/school-starting-age
https://www.gov.uk/schools-admissions/school-starting-age
https://www.gov.uk/find-local-council
https://www.gov.uk/find-local-council
https://www.legislation.gov.uk/ukpga/1996/56/section/576
https://www.legislation.gov.uk/ukpga/1996/56/section/576
https://www.legislation.gov.uk/ukpga/1996/56/section/576
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All parents can request a ‘leave of absence’ for their child which gives them permission to be absent 
from school. Your child’s school has the final say over whether to approve the request and for how 
long your child can be absent. 

 
My child has a short term illness. Do they have to go to school, and will I be penalised if they don’t? 
 
If your child is ill, read the NHS advice to help you decide whether they can go to school. 
 
If they are too ill to attend, you are not breaking the law and will not be penalised. You should let 
the school know as soon as possible on the first day of absence and schools must record such 
absences as authorised. If the absence due to illness is ongoing or frequent you should speak to 
child’s school to see what support can be put in place. 
 

Do I need to provide medical evidence to support my child’s illness related absence? 
 
If your child is too ill to attend school, schools must record these absences as authorised. In the 
majority of cases medical evidence is not needed, but schools may ask you for evidence where: 

• Your child is regularly absent because of illness, to assess how they can help your child by 
putting the right reasonable adjustments in place. 

• In a small number of cases where they have reason to believe your child was not too ill to 
attend and a conversation cannot resolve the issue. 

 
If you are asked to provide evidence this does not need to be a letter from your doctor or consultant, 
and doctors will not usually provide such letters. It can, instead, be appointment cards, prescriptions, 
or notes of previous consultations (including from the NHS App). 
 
A lack of written evidence must not prevent the right support being put in place or the absence being 
authorised if you can demonstrate your child was, or is, unable to attend, or is awaiting treatment. If 
you are asked for evidence you cannot provide, a conversation between the school, child and parent 
can help to resolve the issue. 
 
What should I do if my child needs a dental or medical appointment in school time? 
 
To avoid disruption to your child’s attendance, medical and dental appointments should not be 
booked during the school day whenever reasonably possible. When they are, you should ask the 
school in advance for a leave of absence and collect them as close to the time of the appointment as 
possible and return them to school for the rest of the school day afterwards. 
 

Accessing support to help my child attend school 
 
My child is struggling to attend because of an issue in school. Who can help us? 
 
The first step is to talk to your child’s school about why your child is missing school, and what help the 
school can give. You should still do everything you can to help your child attend as much as possible 
whilst waiting for help and support to be put into place. 
 
Information on who in school you can contact for help, including the school’s senior leader responsible 
for attendance, can be found in the school’s attendance policy on its website or available in hard copy 
from the school. The school and local council are expected to follow the expectations set out in the 
guidance document Working together to improve school attendance. 
 

https://www.nhs.uk/live-well/is-my-child-too-ill-for-school/
https://www.nhs.uk/live-well/is-my-child-too-ill-for-school/
https://www.nhs.uk/nhs-app/
https://www.nhs.uk/nhs-app/
https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
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If your child is struggling to attend because of something that is happening at school, their school is 
expected to work with you (and your child if they are old enough) to overcome the issues. You should 
agree a set of joint actions with the school that you have all developed together to support your child. 
 
This will often include a commitment to support you and your child by working together or help you 
to access support services in exchange for an agreement from you (and your child if they are old 
enough to understand) to take part in the support offered. The school will also arrange times for you 
to come together to review these actions and your child’s progress. 
 
Depending on the reasons for your child’s absence, this may take the form of an action plan, an early 
help plan, or a parenting contract. 
 
My child is struggling to attend because of an issue at home or getting to school. Who can help us? 
 
Again, talking to the school should be your first step. It is expected to help you access the support you 
need – such as from a school nurse or local housing or transport team. 
 
Your local council’s school attendance team is expected to work with the school and provide access 
to the support you need if the issues you or your child are facing are beyond the remit of the school. 
If there are lots of reasons for your child’s absence, local services are expected to work together to 
support you and your child. They are expected to provide you with a single action plan and lead worker 
to help and support you. In most cases this will be a member of school staff but it might be a member 
of local council or local healthcare staff. 
 
In exchange, you are expected to agree and take part in accessing the support once it has been put in 
place. It is advisable to regularly meet with your child’s school to review what is and isn’t working, 
involving your child if possible. While waiting for help, you should still do everything you can to help 
your child attend as much as possible. 
 

Accessing support for my child with long term illness or special educational needs 

and disabilities 

 
My child has a long-term illness, special educational needs or a disability that is impacting their 
attendance. What help is available? 
 
If your child is regularly absent from school because of illness (regardless of whether it is mental or 
physical) or special educational needs or a disability, they have the same right to a suitable full-time 
education as any other child. You should work with your child’s school to discuss the reasons and make 
sure the right support is in place. 
 
All schools are expected to provide support in these cases. More information can be found in your 
child’s school’s policy on supporting pupils with medical conditions. 

 
Schools are expected to: 

• Work with you to make reasonable adjustments to help your child attend. These could 
include adjustments to uniform, transport, routines, access to support or lunchtime 
arrangements. 

• Ensure your child receives the right pastoral care and in certain cases consider a time-limited 
phased return to school where appropriate, for example for those who have anxiety about 
school attendance. 

• Work jointly with other services including your local council and health services. 

https://www.gov.uk/illness-child-education
https://www.gov.uk/illness-child-education
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• For pupils with a long-term medical condition – either physical or mental – schools are also 
expected to make attendance support a key feature of any individual healthcare plan. 

• For pupils with Education, Health and Care plans - ensure access to any provision outlined 
within the plan. 

 
To make this work, it is important that you are open and work with your child’s school by sharing 
written information. This will help agree the right support and take an active part in agreeing and 
putting in place the solution. 
 
In most cases this will be sufficient, but no child should be out of school without appropriate education 
for more than 15 school days over a school year. Where additional support is needed, your local 
council is responsible for arranging alternative suitable fulltime (or close to) education for your child. 
 
If your child has an Education, Health and Care plan, and is out of school for more than 15 days, we 
expect the school to inform the local council who is responsible for your child's plan. This is to ensure 
that they are aware of the situation and to seek their support for your child where necessary. 

 
Where can I get help if my child is too anxious to go to school? 
 
Attending school usually helps to protect your child’s mental health, for a range of reasons including 
giving them a chance to be with friends and to benefit from learning. However, some children can be 
anxious or worried about going to school, particularly around the start of the new year or joining a 
new school or class. This is a normal emotion, and not necessarily indicative of an underlying mental 
health condition. 
 
If their anxiety continues and becomes an attendance issue, you should speak to your child's school 
together with your child about why they are anxious and what can be done. 
 
You can find some useful advice at Young Minds, to help work through likely reasons together with 
your child, what to do and how to make sure that you get the right support if there are more serious 
issues. 
 

Getting help when support hasn’t been provided, or hasn’t worked 
 
Support isn’t working because my child’s current school place is not suitable for their needs. What 
can I do? 
 
Your first step is to discuss it with your child’s school to see if extra support can be given. 
 
If you are still having problems you can apply for a place at a different school or schools. Your local 
council will be able to provide details on how to apply. 
 
It is important that you don’t take your child out of their current school in the meantime – your 
application for another school may not be successful, for example, if it is full for that particular year 
group. 
 
If your child has an Education, Health and Care plan then it is helpful to discuss the best way forward 
with both your school and your local council’s SEND team. 
 
What action you can take if your child’s current school place is not suitable for their needs? 
 

https://www.gov.uk/children-with-special-educational-needs/extra-SEN-help
https://www.gov.uk/children-with-special-educational-needs/extra-SEN-help
https://www.youngminds.org.uk/parent/parents-a-z-mental-health-guide/school-anxiety-and-refusal/
https://www.youngminds.org.uk/parent/parents-a-z-mental-health-guide/school-anxiety-and-refusal/
https://www.youngminds.org.uk/parent/parents-a-z-mental-health-guide/school-anxiety-and-refusal/
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If you have applied for a place at a school and it does not offer your child a place, you have the right 
to appeal this decision  Advice for parents and guardians on school admission appeals – GOV.UK 
(www.gov.uk).  
 
Mainstream education isn’t working for my child. Can I get help with an alternative provision? 
 
Your first step is to discuss it with your child’s school to see if extra support can be given. 
 
If you are still having problems, you should discuss them with your local council. In many cases 
additional support can be provided to help a child remain in mainstream school. In a small number 
of cases where a child would not receive a suitable, full-time education without alternative provision, 
your local council is responsible for putting that in place. 

 

Where can I find help if my child’s school or the local council have not delivered what they are 
expected to? 
 
Your first step is to discuss it with the school. Most issues can be resolved this way. 
 
You can also contact your local council’s school attendance support team. 
 
Your local Special Educational Needs and Disabilities Information Advice and Support Service 
(SENDIASS) will be able to offer advice and support. 
 
If these steps don’t succeed, you can make a formal complaint to the school or local council following 
their complaints procedure. All schools must have one and details can usually be found on the school 
website. 
 
If you believe that the school did not handle your complaint correctly there are different processes of 
how to complain depending on your child’s circumstances. If you do not believe your local council 
handled your complaint correctly you can make a complaint to the Local Government and Social Care 
Ombudsman (LGSCO) at www.lgo.org.uk once you have completed the councils complaint process. 

 
Can my child’s school force me to remove my child from school and home educate? 
 
If your school has asked or is putting pressure on you to remove your child from school to home 
educate, this is known as off-rolling. 
 
Off-rolling is the practice of removing a pupil from the school roll without using a permanent exclusion, 
when the removal is primarily in the best interests of the school, rather than the best interests of the 
pupil. This includes pressuring a parent to remove their child from the school. While it may not always 
be unlawful, Ofsted and the Department believe that off-rolling is never acceptable. 
 
Elective Home Education should always be a positive choice taken by parents without pressure from 
their school. 
 
If you believe your child has been removed from the school site and formal suspension/permanent 
exclusion procedures have not been followed, you should approach the headteacher in the first 
instance to discuss the matter. If you are not satisfied, you can take up the issue with the governing 
board and in the case of a maintained school, to the local authority, or in the case of an academy, the 
trust. If you remain dissatisfied, you are able to write to the Department. You may also wish to consult 
the Coram Children’s Legal Centre. 

https://www.gov.uk/government/publications/admission-appeals-for-school-places/advice-for-parents-and-guardians-on-school-admission-appeals
https://www.gov.uk/government/publications/admission-appeals-for-school-places/advice-for-parents-and-guardians-on-school-admission-appeals
https://www.gov.uk/government/publications/admission-appeals-for-school-places/advice-for-parents-and-guardians-on-school-admission-appeals
https://www.gov.uk/government/publications/admission-appeals-for-school-places/advice-for-parents-and-guardians-on-school-admission-appeals
https://www.gov.uk/government/publications/admission-appeals-for-school-places/advice-for-parents-and-guardians-on-school-admission-appeals
https://www.gov.uk/government/publications/admission-appeals-for-school-places/advice-for-parents-and-guardians-on-school-admission-appeals
https://www.gov.uk/government/publications/admission-appeals-for-school-places/advice-for-parents-and-guardians-on-school-admission-appeals
https://www.gov.uk/government/publications/alternative-provision
https://www.gov.uk/government/publications/alternative-provision
https://www.gov.uk/complain-about-school
https://www.gov.uk/complain-about-school
https://www.gov.uk/complain-about-school
https://www.gov.uk/complain-about-school
http://www.lgo.org.uk/
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Formal and legal action where voluntary support hasn’t worked or isn’t taken up 
Will my local council take legal action against me? 
 
If your child is absent from school without permission or a valid reason, you are likely to be breaking 
the law. Where this happens, your child’s school or your local council will speak to you to understand 
the reasons. If your child hasn’t attended because they are struggling to, both your child’s school and 
your local council are expected to put the right support in place to help you. 
 
If you do not take part in that support, or it doesn’t work because more structured formal support is 
needed, then your child’s school or your local council may: 

• Invite you to agree to a parenting contract. This is not a punishment or a criticism of your 
parenting. It is a more formal action plan that sets out what you will do to improve your 

• child’s attendance and what your child’s school and/or your local council will do to support 
this. 

• Apply to the family court for an education supervision order to ensure you and your child 
receive advice, assistance and direction to make sure they receive a suitable full-time 
education. 

 
If you do not make any efforts to improve your child’s attendance or it is clear you have knowingly 
allowed your child to be absent without good reason – for example, taking your child on holiday in 
school time without permission – your local council may prosecute you to protect your child’s right to 
a full-time education. Even during this process, you have the opportunity to accept and engage in 
voluntary support (such as an early help assessment) or formal support (such as a parenting contract 
or education supervision order) to prevent the case from going to court. If found guilty you may be 
given a parenting order, community order, a fine of up to £2,500 or in very exceptional circumstances 
a sentence of up to 3 months in prison. 
 

Glossary 
 
Attendance action plan – an informal agreement between you, your child if they are old enough to 
understand, their school and sometimes your local council about what actions supporting your child 
will take to improve their attendance. 

 
Community order – an order that can be made by a Court after you have been found guilty of 
knowingly failing to secure your child’s regular attendance rather than sending you to prison. This may 
include requirements for you to take part in certain activities or observe certain rules. 
 
Early help assessment – a voluntary assessment of what you and your family need help with to allow 
your child’s school and/or your local council to put the right support in place or help you access the 
right services. 
 
Education supervision order – an order that can be made by the Family Court to require a local council 
to advise, assist, and direct you and your child so that they receive suitable full-time education. This is 
not a criminal conviction, but persistently breaching the council’s directions can lead to prosecution. 
 
Leave of absence – permission given by your child’s school for them to be absent from school for a 
specified period of time. You should write to the head teacher and ask for a leave of absence before 
the time your child needs to be absent from school. They will only be agreed to in exceptional 
circumstances. 

 
Parenting contract – a formal signed agreement between you, and your child’s school and/or your 
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local council agreeing what actions you will take to improve your child’s attendance and what the 
school/council will do to support you in this. 
 
Parenting order – an order that can be made by a Court after you have been found guilty of failing to 
secure your child’s regular attendance. You will be required to take part in certain activities or observe 
certain rules. 
 
Reasonable adjustment – a change made by your child’s school to remove or change something that 
is preventing your child from attending school. 
 
Regular attendance – attending school every day that the school is open in line with the school rules 
apart from in a small number of allowable circumstances. 

 
School attendance support team – the team in your local council who can help you with your child’s 
attendance. 
 
Special Educational Need (SEN) – Children and young people with SEN all have learning difficulties or 
disabilities that make it harder for them to learn than most children and young people of the same 

age. These children and young people may need extra or different help from that given to others. 
 

For more information on School Attendance, please visit: Working together to improve school 
attendance - GOV.UK (www.gov.uk) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
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Appendix 8: A Guide for Parents on Penalty Notices 

What do the new attendance rules mean 

for me? 

I'm a single parent of one child and we want to go on holiday for one 
week. 
Your holiday will not be authorised and you must talk to the school before 
you book anything. Because your child will miss 5 school days, you will be 
given a penalty notice fine.  
The fine is £160, but if you pay it within 21 days it will be reduced to £80.                              

£160 

1

For every child a penalty is given. 
For a family of one parent 
4 children + 1 parent = £640 
Reduced to £320 if paid in 21 days. 
  
  
  

2
+ £160 + £160 + £160 + £160 

10 in 10 
If your child is absent for 10 or more sessions in 10 weeks and their  

absences are unauthorised, the school will consider prosecution. 3

For every child a penalty is given. 
  
  
  
  
  
  

4

+ £160 + £160 + £160 + £160 

For a family of two parents 
4 children and 2 parents = £1280 

Reduced to £640 if paid in 21 days. 

 

5

3rd Time 
A penalty notice fine will not be given. 
Your case will be taken to court. 
A magistrate can fine each parent 
£2500 for each child. 
1 parent and 4 children = £10,000 
2 parents and 4 children = £20,000 

2nd Time 
2 parents and……. 
1 child = £320 
2 children = £640 
3 children = £960 
4 children = £1280 
No discount for early payment. 

If in any period of not more than 3 
years, your child has a 2nd and 3rd 

leave of absence or pattern of 
irregular attendance…... 
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Appendix 9: EBSA Tracking Tool 
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Appendix 10: MKC EBSA Support Plan 
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Early Warning Signs:  Attendance Concerns: 

   

Avoidance Behaviours:  Other relevant information: 
(e.g., medical/health, services involved, family factors 

EBSA Support Plan 
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Review date What's working Difficulties Next steps 

    

    

    

    

    

    

    

    

    

    

EBSA Support Plan - Review 
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Appendix 11: EBSA Response Document 

 

Graduated three stage approach to 
supporting EBSA in SA 

What happens at this stage? What does this look like in 
Stephenson? 

The desired outcome/ How 
progress is measured 

Universal: 
Whole school, evidence-based 
approaches utilised to promote 
wellness enhancing, resilient 
environments and reduce the 
likelihood of EBSA concerns emerging. 

Whole school training can be accessed 
to support staff members’ 
understanding of what such 
approaches look like in practice and 
how they can be successfully 
implemented. 
 
Page 6. The Continuum of EBSA 
Occasional and Intermittent. 
 
Pages 13 & 14 Contributing risk and 
Resilience Factors considered. This is 
used as a tool to decide who requires 
targeted support. See Appendix 8 – 
Tracking Tool 

• Free breakfast and Lunch 

• Uniform support 

• Planned transition reviewed in line 
with the students’ SEND need. 

• Enrichment Programme to 
support students’ social skills and 
wider community engagement 

• Family Support Team 

• High staff to student ratios 

• Inclusion mentors to support with 
regulation strategies 

• Breakout spaces and soft rooms 

• Greater awareness among staff 

• Awareness of SA tiered support 
approach 
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Targeted: 
Staff members identify concerns about 
students in relation to EBSA. 

Targeted evidence-based 
Interventions tailored to each student 
based upon information gathered 
about the student and the reasons 
known for school avoidance. 
 
Page 6 Frequent and complete 

• Implemented follows a plan, do, 
review cycle using the TAC 
process. 

• Food vouchers for families 
struggling 

• Learning mentors to provide 
support with closing gaps in 
social skills and Literacy 

• Home Visits 

• Remote/virtual learning 

• WREN support and Provision 

• Resource Packs and IT support 

• Transport support 

Improved attendance 

Specialist: 
This provision is for students who are 
identified as requiring external 
services to support what the school 
offers along with specialists within 
school. 

Students are identified at TAC through 
the Plan- Do-Review Process requiring 
external services such as CAMHS, 
social services, medical assessment 

• Therapeutic input 

• Who is in charge? training for 
parents 

• Engage 

• Bespoke provision as agreed by 
multi-agencies such as Petite 
Ponies 

Work that supports and involves 
professionals that serve the family - a 
more holistic approach. 

Local Authority Support 
 
 

Updating the local authority on the 
students who have met the 15 days 
This document adheres to the 
following guidance - 
Arranging education for children who  
cannot attend school because of 
health needs 

•   

 

https://assets.publishing.service.gov.uk/media/657995f0254aaa000d050bff/Arranging_education_for_children_who_cannot_attend_school_because_of_health_needs.pdf
https://assets.publishing.service.gov.uk/media/657995f0254aaa000d050bff/Arranging_education_for_children_who_cannot_attend_school_because_of_health_needs.pdf
https://assets.publishing.service.gov.uk/media/657995f0254aaa000d050bff/Arranging_education_for_children_who_cannot_attend_school_because_of_health_needs.pdf

