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1. Aims 

We are committed to meeting our obligation with regards to school attendance through our whole-school 
culture and ethos that values good attendance, including: 

• Promoting good attendance  

• Reducing absence, including persistent and severe absence 

• Ensuring every pupil has access to the full-time education to which they are entitled 

• Acting early to address patterns of absence 

• Building strong relationships with families to ensure pupils have the support in place to attend 
school 

• We will also promote and support punctuality in attending lessons. 
 

2. Legislation and Guidance  

This policy meets the requirements of the working together to improve school attendance from the 
Department for Education (DfE), and refers to the DfE’s statutory guidance on school attendance parental 
responsibility measures. These documents are drawn from the following legislation setting 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, 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 

• The School Attendance (Pupil Registration) (England) Regulations 2024 

3. Roles and Responsibilities  

3.1 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 Governing Board 

The governing board is responsible for: 

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

https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
https://www.gov.uk/government/publications/parental-responsibility-measures-for-behaviour-and-attendance
https://www.gov.uk/government/publications/parental-responsibility-measures-for-behaviour-and-attendance
https://www.legislation.gov.uk/ukpga/1996/56/contents
https://www.legislation.gov.uk/ukpga/2002/32/contents
https://www.legislation.gov.uk/ukpga/2006/40/contents
https://www.legislation.gov.uk/uksi/2006/1751/contents/made
https://www.legislation.gov.uk/uksi/2006/1751/contents/made
https://www.legislation.gov.uk/uksi/2013/757/regulation/2/made
https://www.legislation.gov.uk/uksi/2013/757/regulation/2/made
https://www.gov.uk/guidance/complete-the-school-census
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
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• 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 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. 

3.2 The Principal 

The Principal is responsible for:  

• Implementation of this policy at the academy. 

• Monitoring school-level absence data and reporting it to governors. 

• Supporting staff with monitoring the attendance of individual pupils. 

• Monitoring the impact of any implemented attendance strategies. 

• Issuing fixed-penalty notices, where necessary. 

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

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

• Communicating the school’s high expectations for attendance and punctuality regularly to pupils and 
parents/carers through all available channels. 

• Sharing information from the school register with the local authority, including: 
o Notifying the local authority when a pupil’s name is added to or deleted from the school admission 

register outside of standard transition times 
o Providing the local authority with the details of pupils 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 pupils who the school believes will miss 15 days 

consecutively or cumulatively because of sickness. 
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3.3 The Leader Responsible for Attendance  

Attendance Lead Champion Attendance Admin Lead 

Mr G Smith Ms K Boylan 

 

Responsibilities of Champion 

• Offering a clear vision for attendance improvement. 

• Devising specific strategies to address areas of poor attendance identified through data. 

• Building relationships with parents/carers to discuss and tackle attendance issues. 

• Delivering targeted intervention and support to pupils and families.  

• The designated middle leader responsible for attendance can be contacted via reception. 

• Leading, championing and improving attendance across the school. 

• Setting a clear vision for improving and maintaining good attendance. 

• Evaluating and monitoring expectations and processes. 

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

• Regularly monitoring and evaluating progress in attendance. 

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

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

• Building close and productive relationships with parents/carers to discuss and tackle attendance 
issues. 

• Creating intervention or reintegration plans in partnership with pupils and their parents/carers. 

• Effective use of the Key absence and attendance resource hub. 

3.4 The School Attendance Team  

This includes – The Principal, the identified Attendance Lead and the Admin Lead. 

Attendance Lead Champion Attendance Admin Lead 

Dr L Patterson-Igwe /Mr G Smith Ms K Boylan 

 
The school attendance team are responsible for:  

• Monitoring and analysing attendance data (see section 7) 

• Benchmarking attendance data to identify areas of focus for improvement 

• Providing regular attendance reports to school staff and reporting concerns about attendance to the 
designated middle leader responsible for attendance and the Principal   

• Working with education welfare officers to tackle persistent absence 

• Liaising with the Principal when fixed-penalty notices may be appropriate 

3.5 Class Teachers/Form Tutors 

• Class Teachers / Form Tutors are responsible for recording attendance for both morning and afternoon 
sessions on a daily basis, using the correct codes (see Appendix 1), and submitting this information on 
SIMS. 

3.6 Parents/Carers  

Parents/carers are expected to: 

• Make sure their child attends every day/timetabled session on time. 

https://schoolleaders.thekeysupport.com/pupils-and-parents/absence-and-attendance/strategies-for-managing-attendance/top-tips-improving-attendance/
https://schoolleaders.thekeysupport.com/pupils-and-parents/absence-and-attendance/abscence-and-attendance-requirements/absence-attendance-national-la-school-data/
https://schoolleaders.thekeysupport.com/pupils-and-parents/absence-and-attendance/authorised-and-unauthorised-absence/unauthorised-absence-how-and-when-to-use-sanctions/
https://schoolleaders.thekeysupport.com/pupils-and-parents/absence-and-attendance/strategies-for-managing-attendance/working-with-parents-and-carers-to-improve-attendance/
https://schoolleaders.thekeysupport.com/pupils-and-parents/absence-and-attendance/strategies-for-managing-attendance/attendance-reintegration-plans/
https://schoolleaders.thekeysupport.com/pupils-and-parents/absence-and-attendance-resource-hub/?marker=full-search-q-absence%20and%20attendance-result-0
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• Call the school to report their child’s absence before 8.30am on the day of the absence and advise 
when they are expected to return. 

• Provide the school with at least two emergency contact numbers for their child. 

• Ensure that, where possible, appointments for their child are made outside of the school day. 

3.7 Pupils 

Pupils are expected to: 

• Attend school every day on time 

• Attend every timetabled session on time  

4. Recording Attendance 

4.1 Attendance register  

• We will keep an attendance register and place all pupils onto this register. 

• We will take our attendance register at the start of the school day and then for each lesson throughout 
the day.  It will mark whether every pupil is: 

o Present 
o Attending an approved off-site educational activity 
o Absent 
o Unable to attend due to exceptional circumstances 

Any amendment 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  

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

See Appendix 1 for the DfE Attendance Codes. 

We will also record: 

• Whether the absence is authorised or not. 

• The nature of the activity if a pupil is attending an approved educational activity. 

• The nature of circumstances where a pupil is unable to attend due to exceptional circumstances. 

We will keep every entry on the attendance register for 3 years after the date on which the entry was made. 

• Pupils must arrive at school by 8.30am on each school day. 

The attendance team includes Lead Intervention Mentor and Family Support staff who can be contacted via 
reception. 

Transition period and support with students with Emotionally Based School Avoidance (EBSA, Nov 2024, 
version 2) 

The transition of the students at SA is planned to support children’s needs including their wellbeing. 
Students are given a 3 week bespoke period that is reviewed to support their transition into school. Within 
this time the following staff support: 
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Staff Responsibility Desired Outcome 

Z Turner and R Patil SENDCo and EBSA Champion BECK tests that’s supports with 
wellbeing along academic testing. 
Previous school visits and 
meetings with prospective 
parents 

Dr L Patterson-Igwe and G Smith SLT/ Attendance Lead Champion Meetings with Parents and review 
of data 

A Houston and L Grant Family Support Work Team How visits and gather parent 
feedback and views 

L Maddigan  EHCP Administrator / Transition 
Lead administrator 

Meetings with prospective 
parents and forums 

K Boylan Attendance and Transport 
Manager 

Monitor data and highlights 
patterns in attendance- work with 
SLT to determine Occasional 
Avoidance/Full attendance  
Intermittent Avoidance 
Frequent avoidance/sporadic and 
Complete avoidance 

AM Registration 

• For AM registration students are greeted at reception by Inclusion Mentors and the Attendance 
Officer and are marked as present on the initial tick sheet register. All students hand in devices, coats 
and bags and are wanded prior to entering the main school building. 

• Formal registration takes place from 8:30 – 9:00 am during form time and form tutors complete their 
register for their form group on SIMS. SIMS register closes at 9:30am. 

• Any late arrivals also come in via reception and are greeted by the receptionist and a member of staff 
who wands them. Arrival time is communicated to the Attendance officer and SIMS register 
completed along with the relevant code for any students who are on part-time timetables or are 
classified as ‘Authorised Absence’. 

• AM Attendance report for each form group is printed off and provided to the receptionist to place in 
the Fire Drill folder. 

• Attendance Officer runs the ‘N’ code report to identify any students who have yet to provide a reason 
for absence and contact with parents / carers is attempted to ascertain reasons for absence. If reason 
provided then attendance code is amended. 

• If no reason for absence is provided the ‘N’ code remains until the Friday of the working week and any 
remaining ‘N’ codes are amended to ‘O’ (Unauthorised absence) codes 

• If no reason for absence is provided within three days of consecutive absence, then form tutors / 
family support workers to notify DSL and arrange a safe guarding ‘eyes on’ check. 

 PM Registration 

•  PM formal registration takes place at 12:15 pm to 12:45 pm when the register closes and is linked to 
the lesson attendance register during P4. SIMS register closes 13.15pm 

• Any part-time students that arrive during this time are marked as present via reception and are 
wanded by a member of staff before entering the main areas of the school building. 

• PM Attendance report for each form group is printed off and provided to the receptionist to place in 
the Fire Drill folder. 
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• Attendance Officer runs the ‘N’ code report to identify any students who have yet to provide a reason 
for absence and contact with parents / carers is attempted to ascertain reasons for absence. If reason 
provided then attendance code is amended. 

• If no reason for absence is provided the ‘N’ code remains until the Friday of the working week and any 
remaining ‘N’ codes are amended to ‘O’ (Unauthorised absence) codes 

• If no reason for absence is provided within three days of consecutive absence, then form tutors / 
family support workers to notify DSL and arrange a safeguarding ‘eyes on’ check. 

 
Lesson Attendance  

• Class teachers and instructors are required to record attendance to all lessons for all pupils throughout 
the day. 

• School attendance admin leads will: 

o Take calls from parents and carers about absence on a day-to-day basis and record it on the school 
system. 

o Communicate calls from parents and carers to the tutors and family support team in order to 
provide them with more detailed support regarding attendance. 

• If the parent/carer is spoken to, it is a legal requirement that the outcome is recorded onto SIMS.  
This is done by ‘right-clicking’ on the attendance box on SIMS and entering comments. 

If a parent/carer has not been contacted by the end of period 1, this must be relayed to the school attendance 
admin lead who will make contact or refer to therapeutic staff.  They will relay the outcome to the tutor via 
email and the tutor must input the outcome on SIMS. 

4.2 Unplanned Absence  

• The pupil’s parent/carer must notify the school of the reason for the absence on the first day of an 
unplanned absence by 8.30am or as soon as practically possible by calling the school reception staff 
(see also section 7). 

• We will mark absence due to illness as authorised unless the school has a genuine concern about the 
authenticity of the illness. 

• If the authenticity of the illness is in doubt, the school may ask the pupil’s parent/carer to provide 
medical evidence, such as a doctor’s note, prescription, appointment card or other appropriate form 
of evidence. We will not ask for medical evidence unnecessarily. 

• If the school is not satisfied about the authenticity of the illness, the absence will be recorded as 
unauthorised, and parents/carers will be notified of this in advance. 

4.3 Planned Absence  

• Attending a medical or dental appointment will be counted as authorised as long as the pupil’s 
parent/carer notifies the school in advance of the appointment. 

• However, we encourage parents/carers to make medical and dental appointments out of school hours 
where possible. Where this is not possible, the pupil should be out of school for the minimum amount 
of time necessary. 

• The pupil’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 5 to find out which term-time absences the school 
can authorise.  

4.4 Lateness and Punctuality  

A pupil who arrives late: 
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• Before the register has closed will be marked as late, using the appropriate code. 

• After the register has closed will be marked as absent, using the appropriate code. 

• The form tutor will monitor lateness patterns with pupils and discuss this with parents/carers. 

4.5 Following up Unexplained Absence 

Where any pupil we expect to attend school does not attend, or stops attending, without reason, the school 
will: 

• Call the pupil’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 pupils’ emergency contacts, the school may undertake a 
home visit if concerned.  

• Identify whether the absence is approved 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. 

• Call the parent/carer on each day that the absence continues without explanation to ensure proper 
safeguarding action is taken where necessary. If absence continues, the school will consider involving 
the family support team. 

• If there are significant safeguarding concerns other agencies may be contacted, such as a social worker 
or an education officer. 

4.6 Reporting to Parents/Carers  

The school will regularly inform parents/carers about their child’s attendance and absence levels through 
progress reports and annual review documentation.  Tutors are able to provide data on a weekly basis on 
request and will use weekly summaries to communicate with parents/carers when there are concerns. 

5. Authorised and Unauthorised Absence  

5.1 Approval for term-time absence  

• The Principal will only grant a leave of absence to a pupil during term time if they consider there to 
be 'exceptional circumstances'. A leave of absence is granted at the Principal discretion, including the 
length of time the pupil is authorised to be absent for. 

• We define ‘exceptional circumstances’ as something that is unavoidable and out of your control e.g. 
bereavement. 

• The school considers each application for term-time absence individually, taking into account the 
specific facts, circumstances and relevant context behind the request.  

• Any request should be submitted as soon as it is anticipated and put in writing to the Principal.  
 
Valid reasons for authorised absence include: 

• Illness and medical/dental appointments (see sections 4.2 and 4.3 for more detail). 

• Religious observance – where the day is exclusively set apart for religious observance by the religious 
body to which the pupil’s parents/carers belong. If necessary, the school will seek advice from the 
parents’/carers’ religious body to confirm whether the day is set apart. 

• Traveller pupils 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. 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 pupil is attending educational provision. 

 
Other possible ‘exceptional circumstances’ where the Principal may grant term-time holiday 
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• Study leave.  

• Flexi-schooling requests – your school can add details of its procedures for requesting and deciding on 
this. 

5.2 Legal Sanctions  

Our Trust schools will make use of the full range of potential sanctions – including, but not limited to, those 
listed below – to tackle poor attendance. Decisions will be made on an individual, case-by-case basis.  

Penalty Notices 

The Principal (or someone authorised by them), local authority or the police can fine parents for the 
unauthorised absence of their child from school, where the child is of compulsory school age, by issuing a 
penalty notice.  

If the school issues a penalty notice, it will check with the local authority before doing so and send it a copy of 
any penalty notice issued.  

Before issuing a penalty notice, the school will consider the individual case, 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 pupil 

• Whether further support, a notice to improve or another legal intervention would be a more 
appropriate solution 

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

A penalty notice may also be issued where parents 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 exclusion (where the 
school has notified the parents that the pupil must not be present in a public place on that day).  

Each parent who is liable for the pupil’s offence(s) can be issued with a penalty notice, but this will usually 
only be the parent/parents who allowed the absence. 

The payment must be made directly to the local authority, regardless of who issues the notice. If the payment 
has not been made after 28 days, the local authority can decide whether to prosecute or withdraw the notice. 

If issued with a first penalty notice, the parent must pay £80 within 21 days, or £160 within 28 days. 

If a second penalty notice is issued to the same parent in respect of the same pupil, the parent must pay £160 
if paid within 28 days.  

A third penalty notice cannot be issued to the same parent in respect of the same child within 3 years of the 
date of the issue of the first penalty notice. In a case where the national threshold is met for a third time within 
those 3 years, alternative action will be taken instead. 

 

Notices to improve 

If the national threshold has been met and support is appropriate, but parents do not engage with offers of 
support, the school may offer a notice to improve to give parents 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 
authority area in which the pupil attends school. 

They will include: 
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• Details of the pupil’s attendance record and of the offences 

• The benefits of regular attendance and the duty of parents 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 doesn’t improve within the 
improvement period, along with details of what sufficient improvement looks like, which will be 
decided on a case-by-case basis 

• 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 

6. Strategies for Promoting Attendance  

Attendance Interventions 

The national average benchmark for attendance for SEMH is 84% and for mainstream school 95%.  The aim 
over time is to gradually improve attendance towards mainstream average.  Interventions will change as 
attendance improves and will continue to be personalised wherever possible to meet identified needs. 

Green - Pupils with 95%-100% attendance 

• Pupils will receive a certificate each half term and be rewarded within the school’s merit system. 

The attendance team will be responsible for all action at this level and will record all interventions and 
outcomes. 

The attendance team will monitor the effectiveness of interventions.  This will be used to review and inform 
whole school strategies. 

Amber - Pupils with 85%-95% attendance 

• Parents will receive an informative letter home (Appendix 2) 

Form Tutor will speak to the pupil to: 

• Welcome the pupil back to school 

• Confirm with the pupil the reason for absence and offer any support that may be required. 

• Update the pupil on other work they have missed and support any catch up required 

• Set an individual target for the pupil using sessions rather than percentages that will see the pupil 
move to the band above. 

• Agree a review date 

• In addition, where unauthorised absence has occurred or attendance has not improved following 
the review with the pupil, the form tutor will discuss with home measures/support that can be 
put in place to improve attendance. 

The Form Tutor will be responsible for all action at this level and will record all intervention and outcomes. 

The attendance team will monitor the effectiveness of interventions.   This will be used to review and inform 
whole school strategies. 

Red - Pupils with 85% attendance and below 

• Parents will receive a letter home (Appendix 3) 

Pupils who have attendance below 85% are considered to be persistently absent from school.  To ensure that 
intervention is focused and meets the needs of individuals, pupils’ need will be discussed between the form 

https://www.legislation.gov.uk/ukpga/1996/56/section/7
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tutors, therapeutic staff, especially Family Support workers and Lead Intervention Mentor, taking into account 
the following: 

• Looked after children and children on child protection. 

• Special educational needs 

• School age parents/expectant parents 

• Long term non-attendance 

• Parental support/needs e.g., parental drug use, young carers, domestic abuse 

• School issues e.g., bullying, poor teacher/pupil relationship, curriculum issues 

• Offended or have an Anti-Social Behaviour Order 

• English as an additional language 

• Ethnic minority 

• Mid-year admissions 

• Gifted and Talented 

• Other 

Previous interventions will be evaluated, and a plan developed.  This will utilise the resources of the 
therapeutic and Lead Interventions Mentor, if appropriate and will involve close co-ordination with parents.  
Other agencies working with the child will be contacted, and if necessary, a multi-agency approach will be 
established.  Other actions include: 

• Ensuring weekly contact with parents to discuss any arising issues and to provide feedback on 
their child’s attendance, behaviour and academic progress. 

• Set an individual attendance target for the pupil that will see the pupil move to the band above. 

• Review existing plans and co-ordinate school resources to support the pupil’s attendance and any 
additional needs. 

• Input into whole school strategies to address the needs of pupils within their group. 

• Providing transport to those pupils who do not qualify for Council funded transport 

• Bespoke timetables, LINC, Offsite tutoring as part of an individualised programme. 

Following recent changes to local authority procedures the family support worker will coordinate a more 
formal approach if it is suspected that parents may be colluding with non-attendance including: 

• A warning letter 

• A formal attendance interview 

• A letter linked to GP communication for pupils with reported regular medical appointments 

7. Attendance Monitoring 

7.1 Monitoring attendance 

The school will:  

• Monitor attendance and absence data weekly, half-termly, termly and yearly across the school and 
at an individual pupil level. 

• Identify whether or not there are particular groups of children whose absences may be a cause for 
concern. 

• Pupil-level absence data will be collected each term and published at national and local authority 

level through the DfE's school absence national statistics releases. The underlying school-level 

absence data is published alongside the national statistics. The school will compare attendance data 

to the national average and share this with the governing board.  

 



 

 

 

13 

 

7.2 Analysing Attendance 

The school will:  

• Analyse attendance and absence data regularly to identify pupils or cohorts that need additional 
support with their attendance and use this analysis to provide targeted support to these pupils and 
their families. 

• Look at historic and emerging patterns of attendance and absence, and then develop strategies to 
address these patterns.   

7.3 Using Data to Improve Attendance 

The school will:  

• Provide regular attendance reports to form tutors and other school leaders, to facilitate discussions 
with pupils and families. 

• Use data to monitor and evaluate the impact of any interventions put in place in order to modify them 
and inform future strategies. 

7.4 Reducing Persistent and Severe Absence 

Persistent absence is where a pupil misses 10% or more of school, and severe absence is where a pupil misses 
50% or more of school. 

The school will: 

• Use attendance data to find patterns and trends of persistent and severe absence 

• Hold regular meetings with the parents/carers of pupils who the school (and/or local authority) 
considers to be vulnerable, or are persistently or severely absent, to discuss attendance and 
engagement at school 

• Provide access to wider support services to remove the barriers to attendance 

• Use letters to parents/carers to communicate when concerned a pupil’s attendance (appendices 3, 4 
and 5) 

• Monitor more closely those pupils whose absence is more than 20% and design an appropriate 
intervention. 

8. Monitoring Arrangements  

This policy will be reviewed as guidance from the local authority or DfE is updated, and as a minimum annually 

by the Principal and attendance team. At every review, the policy will be approved by the full governing board.  

9. Links with other Policies  

This policy links to the following policies: 

• Child Protection and Safeguarding Policy 

• Behaviour Policy 
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Appendix 1: Attendance Codes  

Revised Codes - August 2024. 

See chapter 8 of the DfE's attendance guidance for more detail about when to use the codes. 
 

Code Definition Scenario 

/ Present (am) Pupil is present at morning registration 

\ Present (pm) Pupil is present at afternoon registration 

L Late arrival Pupil arrives late before register has closed 

Attending a place other than the school 

K 
Attending education 
provision arranged by the 
local authority 

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

V 
Attending an educational visit 
or trip 

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

P 
Participating in a sporting 
activity 

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

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

B 
Attending any other 
approved educational activity 

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

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

Absent – leave of absence 

C1 

Participating in a regulated 
performance or undertaking 
regulated employment 
abroad 

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

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

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

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

X Not required to be in school 
Pupil of non-compulsory school age is not 
required to attend 

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

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

Absent – other authorised reasons 

T 
Parent travelling for 
occupational purposes 

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

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

https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
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I 
Illness (not medical or dental 
appointment) 

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

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

Absent – unable to attend school because of unavoidable cause 

Q Lack of access arrangements 
Pupil is unable to attend school because the 
local authority has failed to make access 
arrangements to enable attendance at school 

Y1 Transport not available 
Pupil 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 

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

Y3 
Part of school premises 
closed 

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

Y5 Criminal justice detention 

Pupil 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 
Pupil’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 

Absent – unauthorised absence 

G 
Holiday not granted by the 
school 

Pupil is absent for the purpose of a holiday, not 
approved by the school 

N 
Reason for absence not yet 
established 

Reason for absence has not been established 
before the register closes 

O 
Absent in other or unknown 
circumstances 

No reason for absence has been established, or 
the school isn’t satisfied that the reason given 
would be recorded using 1 of the codes for 
authorised absence 

U 
Arrived in school after 
registration closed 

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

Administrative codes 

Z 
Prospective pupil not on 
admission register 

Pupil has not joined school yet but has been 
registered 

# Planned whole-school closure 
Whole-school closures that are known and 
planned in advance, including school holidays 
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Appendix 2: Model Attendance Letter 1 to Parent / Carer 

       Stephenson Academy 
       Crosslands, Stantonbury 

       Milton Keynes, Bucks 
MK14 6AX 

Tel: 01908 889400 
        Reception@Stephensonacademy.org.uk 

Date 
 
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  

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

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 3: Model Attendance Letter 2 to Parent / Carer 

 

       Stephenson Academy 
       Crosslands, Stantonbury 

       Milton Keynes, Bucks 
MK14 6AX 

Tel: 01908 889400 
Reception@Stephensonacademy.org.uk 

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 4: Model Attendance Letter 3 to Parent / Carer 

 

Stephenson Academy 
       Crosslands, Stantonbury 

       Milton Keynes, Bucks 
MK14 6AX 

Tel: 01908 889400 
Reception@Stephensonacademy.org.uk 

 
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 5: Model Attendance Letter 4 to Parent / Carer 

Stephenson Academy 
       Crosslands, Stantonbury 

       Milton Keynes, Bucks 
MK14 6AX 

Tel: 01908 889400 
Reception@Stephensonacademy.org.uk 

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 6: 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?  

 

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
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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.   
 

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.  

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/
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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.  

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/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
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?   

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).   
 

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/
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/admission-appeals-for-school-places/advice-for-parents-and-guardians-on-school-admission-appeals
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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.  

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 

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
https://www.gov.uk/complain-about-school
http://www.lgo.org.uk/
http://www.lgo.org.uk/
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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 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.   
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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 7: 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 8: EBSA Tracking Tool 
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Appendix 9: MKC EBSA Support Plan 

 

 

CYP Name: Setting: Key adult(s): 

DoB: School year: Date plan initiated: 

 

 

 

EBSA Support Plan 

Summary of CYP NAME’s views Push away from school/pull towards home (risk) Agreed actions (what, when, who) 

Summary of parent views 

Delete and add text 

Delete and add text 

Delete and add text Delete and add text 

Delete and add text 

Delete and add text 

Reasonable Adjustments: 

Delete and add text 

 

Strengths, interests, exceptions 

Push away from home/pull towards school 
(resilience) 



 

 

 

31 

 

 

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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Review date What's working Difficulties Next steps 

 

 

   

 

 

   

 

 

   

 

 

   

 

 

   

 

 

   

 

 

   

 

 

   

 

 

   

 

 

   

EBSA Support Plan - Review 
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Appendix 10: 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 

 
 
 

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  
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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. 

Lacol 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

