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Introduction 
We recognise that punctual and regular school attendance is essential to ensure uninterrupted progress and to enable children to meet their full potential. We expect all children on roll to attend every day, when the school is in session as long as they are fit and healthy enough to do so. We do all we can to encourage the children to attend, and to put in place appropriate procedures to support this. We believe that the most important factor in promoting good attendance is development of positive attitudes towards school and learning. 
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: July 2026  through our whole-school culture and ethos that values good attendance, including:  
· Setting high expectations for the attendance and punctuality of all pupils  
· Promoting good attendance and the benefits of 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 make sure pupils have the support in place to attend school 
Strategies for promoting attendance  
As a school we recognise that there are barriers to attending school for may reasons. For the purpose of this policy we follow GCC guidance to support children and young people experiencing barriers attending school. https://www.gloucestershire.gov.uk/educationandlearning/educational-psychology-service-eps/information-for-schools-parentsandprofessionals/guidance-to-support-children-and-young-people-experiencing-barriersattendingschool/addressing-barriers-to-school-attendance-and-outlining-definitions/   
· Involvement of teachers, Phase Leads, FLWs and pastoral support assistants in attendance action plans and monitoring.  
· Introduction of attendance action plans when a pupils absence is 80%.   
· Ensure a robust system is in place to reward positive or improved attendance where appropriate.  
· Home learning to be consistently supplied to ensure that education isn’t missed through lack of attendance.  
Appropriate well-being intervention to be identified for those experiencing anxiety relating to school. This could be delivered by pastoral support assistant.  
 
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  
This policy also refers to the DfE’s guidance on the school census, which explains the persistent absence threshold.
  
Roles and responsibilities  
Parents/carers are expected to:  
· Make sure their child attends every day on time  
· Call the school to report their child’s absence before 9:15am on the day of the absence and each subsequent day of absence, and advise when they are expected to return  
· Provide the school with more than one emergency contact number for their child  
· Ensure that, where possible, appointments for their child are made outside of the school day  
· Proactively engage with support offered informally or formally to help your child overcome any barriers to attendance  
· Contact the school promptly with any worries or concerns that may lead to the child not attending.  
Pupils are expected to:  
· Attend school every day on time  
· Attend school appropriately equipped for the day  
  
The governing body/academy trust board are expected to:  
· Recognise the importance of school attendance and promote it across the school’s ethos and policies  
· Ensure school leaders fulfil expectations and statutory duties  
· Regularly review attendance data, discussing and challenging trends, and helping school leaders focus efforts on the individual pupils or cohorts who need it most  
· Ensure school staff receive adequate training on attendance  
· Hold the senior leadership team to account for the implementation of this policy  
  
The headteacher is responsible for:   
· Implementation of this policy at the school   
· 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   
· Requesting the issue of fixed-penalty notices, where necessary  

The designated senior leader, Lizzie Spowart, lizzie.spowart@hofschool.co.uk  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  
· 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 to discuss and tackle attendance issues  
· Creating intervention or reintegration plans in partnership with pupils and their parents/carers  
· Delivering targeted intervention and support to pupils and families   
 
Lizzie is also the school attendance officer  responsible for:   
· Monitoring and analysing attendance data   
· Benchmarking attendance data to identify areas of focus for improvement  
· Providing regular attendance reports to school staff and reporting concerns about attendance   
· Working with education welfare officers to tackle persistent absence  
· Advising the headteacher (authorised by the headteacher) when to issue fixed-penalty notices  
The class teacher  is responsible for:  
· Recording attendance on a daily basis, using the correct codes and submitting the information to the on SIMS, no later than 9:30am and 1:15pm
  
School administration staff and family liaison workers are responsible for:  
· Taking calls from parents about absence on a day-to-day basis and recording it on the school system  
· Transfer calls from parents to the appropriate member of staff in order to provide them with more detailed support on attendance   
· Keeping accurate and up to date records of calls and communication with parents  

School processes for recording attendance and absence  
We will keep an attendance register and place all pupils onto this register.  
We will take our attendance register at the start of each morning session of the school day and once during each afternoon session. It will mark whether every pupil is:  
· Present  
· Absent  
· Attending an approved off-site educational activity  
· 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 
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 in school by 9am on each school day.  
The register for the morning session will be taken by 9:15am and will be kept open until 9:30am.   The register for the afternoon session will be taken at 1pm time and will be kept open until 1:15pm.  
The school will use the national attendance codes to ensure attendance and absence are monitored and recorded in a consistent way. The following codes will be used:  
	

	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  
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	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  

	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 one 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  


  
When the school has planned to be fully or partially closed, the code ‘#’ will be used for the relevant pupils 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.  
 
  
Responsibilities of  Parents  
 A parent means:   
· All natural parents, whether they are married or not;   
· Any person who has parental responsibility for a child or young person; and,  
· Any person who has care of a child or young person i.e. lives with and looks after the child.   
  
The local authority and school will need to decide who comes within the definition of parent in respect of a particular pupil when using the legal measures, but generally parents include all those with day to day responsibility for a child.  
  
Parents are responsible in law for ensuring that their children attend the school at which they are registered daily, on time, properly dressed and in a fit condition to learn.  
 
We acknowledge that Parents can do a great deal to support the regular and punctual attendance of their children. Parents should:   
  
a) take an active interest in their child’s school life and work;  
b) attend parents’ evenings and other school events;  
c) be aware of letters from school which their child brings home;  
d) ensure that their child arrives at school on time each day;  
e) ensure that their child only misses school for reasons which are unavoidable or justified, 
such as illness or days of religious observance;  
f) provide evidence of medical appointments; 
g) always notify the school as soon as possible on the first morning of any absence;  
h) avoid booking family holidays during term-time;  
i) talk to the school if they are concerned that their child may be reluctant to attend.  
  
When a child is unwell, parents should contact the school before 9.15am on the first day of absence informing the school of the reason for absence. When a child is absent, the class teacher will record the absence in the register. As part of our Safeguarding Procedures, the school office will endeavour to contact the parent or carer and other emergency contacts if no message has been received regarding the reason for the absence to check on the safety of the child.  
  
a) Every effort should be made to arrange medical appointments outside school hours.  
b) An appointment card or verification by the doctors/dentist/ hospital may be required.  
c) If it is necessary for a child to be out of school for this reason, the child should be 
returned to school directly after the appointment.  


d) If your child is absent due to vomiting then they should not return to school for the next 48 hours after the last time that the child is sick. This is to reduce the risk of infection to other children and adults at school.  

8  
  
Procedures following unexplained absence On the first day of absence, if no note or telephone call is received from the parent or carer, the administration team or FLWs will endeavour to make contact with the parents or carers to ask why their child is not in school.  They will telephone all contacts.  The Pastoral Lead will be informed and the transport service (if applicable) will be asked if they know of a reason for the absence.   
· If still absent on the second day, an attempt to make contact will be made again via the telephone.  If no contact is made a letter will be sent to parents and carers asking that they contact the school to explain their child’s absence.     
· If we are seriously worried about the child’s safety it is possible that we would contact Social Services or the police to inform them of the child’s unexplained absence from school.   
· The schools pastoral lead or FLW’s may do a home visit to check the welfare of the child.  
· School must inform the Local Authority if a pupil has had a period of 10 or more days unauthorised absence or if the pupil fails to attend regularly.   
· 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  
 
Flexi-Schooling  
Requests for flexi-schooling arrangements are at the discretion of the Headteacher. Each request will be considered on a case-by-case basis.   
  
If Flexi schooling is agreed 
The school will work hard to maintain a smooth transition between education at home and education at school so that the child remains happy, supported and challenged.  
 If it appears that parent/carers are not providing a suitable education as agreed between the school and the parent, the school may ask the parent to take remedial action. If the parent declines to do so or the school is still concerned about the provision of education at home, the school may withdraw its agreement to the flexi schooling arrangement. The child would then be required to attend at school on a full-time basis.   
The school will have a formal written agreement with the parents/carers about the flexi schooling arrangements so that expectations and understandings are clear for both parties.  
 
 
 
 
 Attendance Requirements 
 
Before flexi-schooling commences an Attendance Agreement will be completed between the school and the parents/carers stating which school days / sessions the child will attend and how absences will be monitored and recorded.  These days have to remain the same each week, unless there has been a formal meeting to make changes to the Attendance Agreement. There will be no flexibility to change these days in the event of a school trip / special event at school.     
  
Review and Right to Withdraw 
Flexi Schooling agreements will be reviewed at least each term, or as required. The school retains the right to withdraw a Flexi-schooling agreement at any time. Further information and guidance can be found on the Gloucestershire Council Website:  
https://www.gloucestershire.gov.uk/education-and-learning/home-education/   
  
Family Holidays /Absence during Term Time  
As a school we recognise that pupil absence during term time can seriously disrupt a pupil’s continuity of learning. Parents are therefore strongly urged to avoid booking a family holiday in term time. Parents do not have an automatic right to withdraw pupils from school for a holiday and in law, have to apply for permission in advance. Such permission is granted in accordance with  the Department of Education’s statutory guidance and department advice, August 2013. When an application is made for authorised absence during term time the Headteacher will give consideration to the following:  
 
· Nature of the proposed absence/is this an exceptional circumstance  
· The age of the child  
· The timing of the absence  
· The attendance pattern in the present and previous academic years.   
Examples of what may constitute exceptional circumstances:  
· To have a short absence to attend a special religious/cultural observance.  
· If a parent, due to nature of the work, cannot possibly take time off during the regular school holidays. This would need to be evidenced by a letter from the employer.   
  
Please note to have a week’s holiday in school time because the cost is cheaper during term time, does not constitute an exceptional circumstance.  
  
Other valid reasons for authorised absence include (but are not limited to):  
  
· 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 pupil’s parent(s) belong(s). If necessary, the school will seek advice from the parent’s religious body to confirm whether the day is set apart  
· Parent(s) travelling for 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  
· If the pupil is currently suspended or excluded from school (and no alternative provision has been made)  
  
Other reasons the school may allow a pupil to be absent from the school site, which are not classified as absences, include (but are not limited to):  
  
· Attending an offsite approved educational activity, sporting activity or visit or trip arranged by the school  
· Attending another school at which the pupil is also registered (dual registration)  
· Attending provision arranged by the local authority  
· Attending work experience  
· If there is any other unavoidable cause for the pupil 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  
  
Authorised and Unauthorised Attendance   
Every half-day absence has to be classified by the school (not by the parents) as either AUTHORISED or UNAUTHORISED. This is why information about the cause of each absence is always required, preferably via Parent App or by telephone.  
  
The headteacher will allow pupils to be absent from the school site for certain educational activities, or to attend other schools or settings.   
The headteacher will only grant a leave of absence to a pupil during term time if the request meets the specific circumstances set out in the 2024 school attendance regulations, these circumstances are:  
 
· Taking part in a regulated performance, or regulated employment abroad  
· A temporary, time-limited part-time timetable  
· Exceptional circumstances  
  
A leave of absence is granted at the headteacher’s discretion, including the length of time the pupil is authorised to be absent for.  
Leave of absence will not be granted for a pupil to take part in protest activity during school hours.  
As a leave of absence will only be granted in exceptional circumstances.  
The school considers each application for term-time absence individually, taking into account the specific facts, circumstances and relevant background context behind the request.  Any request should be submitted as soon as it is anticipated and, where possible, before the absence, and in accordance with any leave of absence request form, accessible via the school office or website. The headteacher may require evidence to support any request for leave of absence.    
  
  
 

An absence is classified when a child has been away from school for a legitimate reason and the school has received notification from a parent or guardian. For example, if a child has been unwell and the parent writes a note or telephones the school to explain the absence. Only a school can make an absence authorised. However, if the school deems there has been too many (frequent) absences, the school can request further evidence (GP/ Health professional).  
  
  
 

An absence is classified as unauthorised when a child is away from school without the permission of the Headteacher.  
Unauthorised absences are those, which the school does not consider reasonable and for which no authorisation has been given. This includes:  
  
· Parents keeping children off school unnecessarily  
· Absences that have never been properly explained  
· Holidays not agreed  
  
  	 
The school will ensure that all pupils engaging in performances or activities, whether they receive payment or not, which require them to be absent from school, understand that they will be required to obtain a licence from the LA which allows the child to perform. Applications for this type of work will need to be made via the usual absence request form available from the school office.   
Additional arrangements will be made by the school for pupils engaging in performances or activities that require them to be absent from school to ensure they do not fall behind in their education – this may involve private teaching. These arrangements will be approved by the LA who will ensure that they are suitable for the pupil. Headteacher’s permission must be requested for any such absence. Where there are concerns that the absence may cause education to suffer, school will liaise with the Local Authority  
  
  	 
Parents will be expected to request absence for religious observance at least two weeks in advance. The school will only accept requests from parents for absence on grounds of religious observance for days that are exclusively set apart for religious observance by the relevant religious body. The school will define this as a day where the pupil’s parents would be expected by an established religious body to stay away from their employment to mark the occasion. The school may seek advice from the religious body in question where there is doubt over the request.  
  
  
 

Where a pupil’s parent belongs to a community covered by this code and is travelling for occupational purposes, the parent will be expected to request a leave of absence for their child at least two weeks in advance. Absences will not be granted for pupils from these communities under this code for reasons other than travel for occupational purposes.  
  
Health Related Absences  	 

The school recognises that pupils with SEND and/or health conditions, including mental health issues, may face greater barriers to attendance than their peers, and will incorporate robust procedures to support pupils who find attending school difficult.  
Where the school has concerns that a pupil’s non-attendance may be related to mental health issues, parents 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 pupil that is also a safeguarding concern, they will inform the DSL and the Child Protection and Safeguarding Policy will be followed.   
  
If a pupil is unable to attend school for long periods of time due to their health, and the pupils is returning to school after a lengthy or unavoidable period of absence, the school will:  
  
· Inform the LA if a pupil is likely to be away from the school for more than 15 school days.  
· Provide the LA with information about the pupil’s needs, capabilities, and programme of work  
· Help the pupil reintegrate at school when they return.  
 
The school will incorporate an action plan to help any pupils with health issues cope with the stress and anxiety that attending school may cause them. Such plans will be regularly monitored and reviewed until the pupil is attending school as normal and there has been signs of significant improvement.  
To support the attendance of pupils with health issues, the school will consider:  
  
· Holding termly meetings to evaluate any implemented reasonable adjustments.  
· Incorporating a pastoral support plan.  
· Identifying pupils’ unmet needs through the Common Assessment Framework.  
· Using an internal or external specialist.  
· Enabling a pupil to have a reduced timetable.  
· Ensuring a pupil can have somewhere quiet to spend lunch and breaktimes.   
· Implementing a system whereby pupils can request to leave a classroom if they feel they need time out.  
· Temporary late starts or early finishes.  
· Phased returns to school where there has been a long absence.  
· Small group work or on-to-one lessons.  
· Tailored support to meet their individual needs  
  
Children missing education  
Children Missing Education (CME) refers to 'any child of compulsory school age who is not registered at any formally approved education activity e.g. school, alternative provision, elective home education, and has been out of education provision for at least 4 weeks'. CME also includes those children who are missing (family whereabouts unknown), and are usually children who are registered on a school roll / alternative provision. This might be a child who is not at their last known address and either:  
  
· has not taken up an allocated school place as expected,   
· has 10 or more days of continuous absence from school without explanation, or 
· left school suddenly and the destination is unknown  
  
Penalty notices  
If a child of compulsory education age fails to attend regularly at a school at which they are registered or at alternative provision made for them then the parent may be guilty of an offence under section 444 of the Education Act 1996.  
  
 
 

Arrangements for the payment are detailed on the Penalty Notice and are as follows:  
 
➢ If paid within 21 days, the penalty is £80 (per parent, per child)  
➢ If paid after 21 days, but within 28 days, the penalty is £160  
  
The LA will not accept payment after 28 days and will, proceed to prosecution.  
A Penalty Notice can be issued if your child, following a suspension, is found in a public place during school hours on a school day during the first five days of a fixed term suspension or a permanent exclusion.  
There are approximately 195 school days (390 sessions) a year which your child is expected to attend. There are also approximately 71 days (142 sessions) of school holidays. This is over 13 school weeks. Please ensure that your holidays are taken during this period.   
The LA strives to support schools, parents and pupils with the aim of ensuring and promoting good attendance and punctuality. However, the LA also has a statutory responsibility under the Education Act 1996 to pursue non-school attendance and persistent lateness.  Section 444 of the Education Act states that “if a child of compulsory school age, who is a registered pupil at a school, fails to attend regularly at the school, the parents are guilty of an offence.”  The LA may issue a Fixed Penalty Notices or prosecute parents when children do not attend school regularly.   
 
A Fixed Penalty Notice when requested by the Head teacher can be issued by the LA as long as the following criteria apply:   
At least 10 sessions (equivalent to five school days) of unauthorised absence/lateness by the pupil during a 10-week period.  The parent will receive a formal warning of the possibility of a Penalty Notice being issued. Parent/carers will not receive a warning letter for leave of absence but will be in receipt of a warning letter for any ‘lates’ that occur after registration has closed. (Appendix 2)  
  
No more than two Penalty Notices will be issued per pupil per academic year.  In exceptional circumstances the Local Authority reserves the right to:   
  
· issue a Penalty Notice for a first offence   
· issue a Penalty Notice without warning   
  
The school will allow sufficient time for attendance interventions and engagement strategies to improve pupils’ attendance; however, where engagement strategies to improve attendance have not had the desired effect after a 6-week period, the Attendance Lead will consider:   
 

· Holding a formal meeting with parents and the school’s point of contact in the Education Inclusion Service.   
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Working with the LA to put a parenting contract or an education supervision order in place.  
· Engaging children’s social care where there are safeguarding concerns.  
· Where attendance still does not improve, the school will work with the LA to take forward legal intervention. This course of action is always a last resort.  
· If the pupil has an allocated social worker or is a looked-after child, then the social worker working with the family will be notified.   
  
More information regarding penalty notices can be found here:   
https://www.gloucestershire.gov.uk/media/50gfikug/gcc-pn-information-leaflet-for-parentsand-
carers.pdf  
  
[image: ]  
  
  	 
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:  
  
· 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  
 
 
Attendance data monitoring, reporting and analysing  
The school will:  
· Regularly inform parents of their child’s attendance levels termly via a letter.  
· Monitor attendance and absence data weekly across the school and at an individual pupil level  
· Identify whether 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.   
· 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    
Provide regular attendance reports to senior leaders, FLW’s, pastoral support assistants and class teachers to facilitate discussions with pupils and families where necessary.  
· Use data to monitor and evaluate the impact of any interventions put in place in order to modify them and inform future strategies  
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 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  
· Attendance improvement meetings will be held and AIM plans written, along with parent contracts. All parenting contracts will contain:  
· Details of the requirements the parent(s) is expected to comply with.  
· A statement from the school and/or local authority agreeing to provide support to the parent(s) to meet the requirements and setting out details of the support.  
· A statement by the parent that they agree to comply with the requirements for the period of time specified by the contract.  
The requirements specified, and the support provided, will depend on the individual case, and should be tailored to the needs of the individual parent and family.  
There is not, therefore, a prescribed list, but requirements may include:  
· Measures to ensure the pupil attends school or alternative provision punctually and regularly  
· Requiring the parent to attend meetings with the school and/or local authority  
· Accessing or partaking in the support or programmes offered  
· Working with or accessing other separate support provided to the pupil at school level  
 
 
Links to other policies and monitoring arrangements  
· Safeguarding  
· Behaviour  
· Pupils with Medical Needs that Can’t Attend School.  

This policy will be reviewed as guidance from the local authority or DfE is update, and as a minimum annually by Pastoral Lead. At every review the policy will be approved by the full governing body
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PENALTY NOTICE FINES FOR
SCHOOL ATTENDANCE IS
CHANGING

)

FIRST OFFENCE

SECOND OFFENCE The following changes
IR SEARS) will come into force for
The second time a Penalty Notice is

issued for Term Time Leave or Penalty Notice Fines
Ireguiar Attendance the amount

LS issued after 19th
£160 parent. child to be paid

ok e August 2024,

will be offered.

THIRD OFFENCE AND ANY FURTHER OFFENCES (WITHIN 3 YEARS)

The third time an offence is committed for Term Time Leave or
Iireguiar Attendance a Penalty Notice will not be issued, and the case
will be presented straight to the Magistrates’ Court. Magistrates; fines
can be up to £2500 per parent. per child

Cases found guilty in Magistrates’ Court can show on a Parents future
DBS certificate, due to failure to safeguard a child's education’

10 SESSIONS (5 DAYS) OF UNAUTHOURISED ABSENCE IN A 10-WEEK PERIOD

Please follow the link for the Publication that will start from 19th August 2024.
www.gov.uk/government/publications/working-together-to-improve-school-attendance
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What can you do to help?
Take an interest in your child's education.

« Ask them about their day and praise
and encourage their achievements at
school.

« If your child is missing school or is
seemingly unhappy, you should
discuss your concerns with your child.

« Make sure your child understands that
you do not approve of them missing
school, but be on the alert for any
particular reasons for non-attendance,
such as bullying or problems with
school work.

Contact the school as soon as possible
when a concern is identified so that you
can work with them to resolve any
difficulties.

Be willing to engage with any support
offered by the school or Gloucestershire
County Council Support Services.

Make sure your child arrives at school on
time for both the morning and afternoon
sessions.

If your child is ill or absent for any other
reason, contact the school on the first day
of absence.

Follow the school’s procedures for notifying
absence, and always let the school know
of any days that your child is unable to
attend.

Updated November 2020

It all adds up!

Attending school everyday gives your g9,

child the best chance of success.

Attending 4%: days a week =4 weeks

learning missed per year

Attending 4 days a week =8 weeks  50%

learning missed per year

Attending 3% days a week = 12 weeks 709

learning missed per year

80% attendance adds up to missing 2 full years of

education over their school life!

Can they afford to keep missing out?

Every Minute
Counts!

Being late for school reduces learning
time.

§ minutes late every day = 3 days of
learning missed per year.

15 minutes late every day = 9 days of
learning missed per year.

Arriving late can be very disruptive for
your child, the teacher, and the other
children in the class.

School
Attendance

Informationfor
Parents and Carers

@gloucestershire
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Why is it important for children not
to miss school?

Children only get one chance at school, and your
child’s chances of a successful future may be
affected by not attending regularly. If children do not
attend school regularly they may:

« Struggle to keep up with school work. In a
busy school day it is difficult for schools to find the
extra time to help a child catch up.

= Miss out on the social side of school life. Poor
attendance can affect children’s ability to make
and keep friendships; a vital part of growing up.
Employers want to recruit people who are reliable.
Setting good attendance patterns from an early age
will also help your child later on in life.

What might the impact of poor

attendance be on your child?
Research shows children who are not regularly
attending school are:

* More likely to become involved in, or be a victim
of crime and anti-social behavior.

*  More likely to fall behind due to the strong link
between attendance and achieving good results.

o Less likely to achieve 5 good GCSES (grades 9-5)
compared with those with less than 8 days
absence.

+ More likely to have increased levels of anxiety

due to inconsistencies and uncertainty in their
foutine.

« More likely to have reduced self g
esteem due to finding leaming
increasingly hard having missed 'Y

out on key information. h&

What does the law say?

By law, all children of compulsory school age
(between 5 and 16) must get a suitable, ful-time
education. As a parent, you are responsible for
making sure this happens, either by registering your
child at a school or by making other arrangements
which provide a suitable full-time education.

Once your child is registered at a school you are
responsible for making sure he or she attends
regularly.

What happens if your child does not
attend school regularly?

If your child fails to attend regularly - even if they
miss school without you knowing - the Local
Authority (LA) may take legal action against you.

Schools will notify you if your child's attendance level is
a concern and look to work with you to put in place
steps to improve it. If attendance continues to require
improvement then schools will look to initiate an
Attendance Improvement Meeting (AIM).

The AIM is the start of the legal process. It is important
you engage with the process and work with the support
provided to meet the agreed targets. These targets will
be reviewed and progress evaluated at a review
meeting. If satisfactory progress is made then targets
will either be considered met or adjusted until
attendance if satisfactory. If progress is not made then
you may be referred to the LA for legal intervention.

YYou run the risk of being issued with a Penalty Notice or
being prosecuted in court. If this happens:

« Parents can be fined up to £2,500 or imprisoned for
failing to ensure that their child attends school
regularly.

«  Magistrates can also impose a Parenting Order,
which means that the parent has to attend a
counselling and guidance programme, usually a
parenting class.

When is absence authorised?

There may be times when your child has to miss
school because they are unwell. If your child
becomes ill you should notify the school immediately
and follow the school's absence procedures.

Children may have to attend a medical or dental
appointment in school time. However, you should,
whenever possible, try to make routine
appointments such as dental check-ups during the
school holidays or after school hours. Schools have
the right to request medical evidence to validate
absences for medical reasons.

If you think you might need to take your child out
of school, discuss the reasons with the school as
soon as possible. Absence must be requested as far
in advance as possible. Absences will only be
authorised by the school in exceptional
circumstances.

Examples of absence that may be considered as
exceptional circumstances include family
bereavement or taking part in an agreed religious
observance. The decision on whether to authorise
absence is made at the headteacher’s discretion.
For more information

For more information you can contact the Local
Authority's Education Inclusion Service at:

Phone: 01452 427274
Email: Attendance@gloucestershire.gov.uk

Website: www.gloucestershire.gov.uk/education-
and-leaming

g Gloucestershire

COUNTY COUNCIL
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What can you do to help?
Take an interest in your child's education.

« Ask them about their day and praise
and encourage their achievements at
school.

« If your child is missing school or is
seemingly unhappy, you should
discuss your concerns with your child.

« Make sure your child understands that
you do not approve of them missing
school, but be on the alert for any
particular reasons for non-attendance,
such as bullying or problems with
school work.

Contact the school as soon as possible
when a concern is identified so that you
can work with them to resolve any
difficulties.

Be willing to engage with any support
offered by the school or Gloucestershire
County Council Support Services.

Make sure your child arrives at school on
time for both the morning and afternoon
sessions.

If your child is ill or absent for any other
reason, contact the school on the first day
of absence.

Follow the school’s procedures for notifying
absence, and always let the school know
of any days that your child is unable to
attend.
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time.

§ minutes late every day = 3 days of
learning missed per year.

15 minutes late every day = 9 days of
learning missed per year.

Arriving late can be very disruptive for
your child, the teacher, and the other
children in the class.

School
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Why is it important for children not
to miss school?

Children only get one chance at school, and your
child’s chances of a successful future may be
affected by not attending regularly. If children do not
attend school regularly they may:

« Struggle to keep up with school work. In a
busy school day it is difficult for schools to find the
extra time to help a child catch up.

= Miss out on the social side of school life. Poor
attendance can affect children’s ability to make
and keep friendships; a vital part of growing up.
Employers want to recruit people who are reliable.
Setting good attendance patterns from an early age
will also help your child later on in life.

What might the impact of poor

attendance be on your child?
Research shows children who are not regularly
attending school are:

* More likely to become involved in, or be a victim
of crime and anti-social behavior.

*  More likely to fall behind due to the strong link
between attendance and achieving good results.

o Less likely to achieve 5 good GCSES (grades 9-5)
compared with those with less than 8 days
absence.

+ More likely to have increased levels of anxiety

due to inconsistencies and uncertainty in their
foutine.

« More likely to have reduced self g
esteem due to finding leaming
increasingly hard having missed 'Y

out on key information. h&

What does the law say?

By law, all children of compulsory school age
(between 5 and 16) must get a suitable, ful-time
education. As a parent, you are responsible for
making sure this happens, either by registering your
child at a school or by making other arrangements
which provide a suitable full-time education.

Once your child is registered at a school you are
responsible for making sure he or she attends
regularly.

What happens if your child does not
attend school regularly?

If your child fails to attend regularly - even if they
miss school without you knowing - the Local
Authority (LA) may take legal action against you.

Schools will notify you if your child's attendance level is
a concern and look to work with you to put in place
steps to improve it. If attendance continues to require
improvement then schools will look to initiate an
Attendance Improvement Meeting (AIM).

The AIM is the start of the legal process. It is important
you engage with the process and work with the support
provided to meet the agreed targets. These targets will
be reviewed and progress evaluated at a review
meeting. If satisfactory progress is made then targets
will either be considered met or adjusted until
attendance if satisfactory. If progress is not made then
you may be referred to the LA for legal intervention.

YYou run the risk of being issued with a Penalty Notice or
being prosecuted in court. If this happens:

« Parents can be fined up to £2,500 or imprisoned for
failing to ensure that their child attends school
regularly.

«  Magistrates can also impose a Parenting Order,
which means that the parent has to attend a
counselling and guidance programme, usually a
parenting class.

When is absence authorised?

There may be times when your child has to miss
school because they are unwell. If your child
becomes ill you should notify the school immediately
and follow the school's absence procedures.

Children may have to attend a medical or dental
appointment in school time. However, you should,
whenever possible, try to make routine
appointments such as dental check-ups during the
school holidays or after school hours. Schools have
the right to request medical evidence to validate
absences for medical reasons.

If you think you might need to take your child out
of school, discuss the reasons with the school as
soon as possible. Absence must be requested as far
in advance as possible. Absences will only be
authorised by the school in exceptional
circumstances.

Examples of absence that may be considered as
exceptional circumstances include family
bereavement or taking part in an agreed religious
observance. The decision on whether to authorise
absence is made at the headteacher’s discretion.
For more information

For more information you can contact the Local
Authority's Education Inclusion Service at:

Phone: 01452 427274
Email: Attendance@gloucestershire.gov.uk

Website: www.gloucestershire.gov.uk/education-
and-leaming

g Gloucestershire

COUNTY COUNCIL




image1.png
Fo"qe'
the

f

o




image2.png




image3.png




