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This policy summarises the expectations required from all Schools/Academies within Thomas 

Telford Multi Academy Trust (TTMAT) and Thomas Telford School (TTS). Further details are 

contained in the DfE Statutory Guidance, Working Together to Improve School Attendance 

published 29 February applicable from 19 August 2024. The Guidance should be read in conjunction 

with this Policy. 
 

Working together to improve attendance  
Successfully treating the root causes of absence and removing barriers to attendance, at home, in school or 

more broadly requires schools and local partners to work collaboratively in partnership with, not against 

families.  

 

All partners should work together to:  

Expect  

Aspire to high standards of attendance from all students and parents and build a culture where all can, and 

want to, be in school and ready to learn by prioritising attendance improvement across the school.  

 

Monitor 

Rigorously use attendance data to identify patterns of poor attendance (at individual and cohort level) as soon 

as possible so all parties can work together to resolve them before they become entrenched.  

 

Listen and understand  

When a pattern is spotted, discuss with students and parents to listen to and understand barriers to attendance 

and agree how all partners can work together to resolve them.  

 

Facilitate support  

Remove barriers in school and help students and parents to access the support they need to overcome the 

barriers outside of school. This might include an early help or whole family plan where absence is a symptom 

of wider issues.  

 

Formalise support  

Where absence persists and voluntary support is not working or not being engaged with, partners should work 

together to explain the consequences clearly and ensure support is also in place to enable families to respond. 

Depending on the circumstances this may include formalising support through an attendance contract or 

education supervision order.  

 

Enforce  

Where all other avenues have been exhausted and support is not working or not being engaged with, enforce 

attendance through statutory intervention: a penalty notice in line with the National Framework or prosecution 

to protect the student’s right to an education. 
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The Law and day to day processes 
• Parents have a legal duty to ensure that their child attends school regularly. 

• There is a strong link between persistent absence and crime. 

• The law requires that all schools must have an admission register. 

• Appropriate national attendance and absence codes must be used. 

• Schools/Academies should only grant leave of absence under exceptional circumstances. 

• Lateness should not exceed 30 minutes. 

• Where possible Schools /Academies should hold more than one emergency contact number. 

• Statutory returns to the LA and DfE must be complied with. 

• All schools must have an electronic management information system which can be accessed by the DfE. 

 

As a minimum what leaders, staff, students, and parents need to understand: 

• It should be made clear to all parties that attendance and punctuality, expectations of students and 

parents, including start and close of the day, register closing times and the processes for requesting leave 

of absence and informing the school of the reason for an unexpected absence are appropriately followed. 

• All Schools/Academies should appoint a Senior Attendance Officer. 

• All Schools/ Academies should provide contact details of the school staff who students and parents 

should contact about attendance. It is sensible to have a triage system to facilitate for more detailed 

support where appropriate for complex cases. 

• Day to day processes for managing attendance, for example first day calling and processes to follow up on 

unexplained absence should be in place for all schools/Academies.  

• How to incentivise good attendance.  

• Data to target attendance improvement should be readily available for teachers’, leaders, and Governors. 

• All School/Academies should provide a strategy for reducing persistent and severe absence, including 

how access to wider support services will be provided to remove the barriers to attendance and when 

support will be formalised in conjunction with the local authority.  

• Details of the National Framework for Penalty Notices and when Notices to Improve, penalty notices or 

other legal interventions will be sought if support is not appropriate (e.g. for a holiday in term time), not 

successful, or not engaged with. 

 

TTMAT, TTS and Local Governing Boards 

All trusts and governing bodies 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, discuss, and challenge trends, and help school leaders focus 

improvement efforts on the individual students or cohorts who need it most.  

• Ensure school staff receive adequate training on attendance.  

• Multi-academy trust boards and governing bodies of federations are also expected to:  

• Share effective practice on attendance management and improvement across schools. 

• Monitor attendance patterns. 

 

Local Authority (LA)and Safeguarding Partnerships 

• The LA and safeguarding partnership have a key role to play regarding attendance. 

• They are facilitators of wider support. They should provide a minimum support service and be used to 

support schools. They should have a support team, offer advice, provide family support and if needed 

take legal action. 

• It is important that all our schools have a clear understanding of what service the LA can provide and 

what their expectations are from the schools. 
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• The LA must provide each school with a named point of contact in the School Attendance support team.  

Each Academy must know the contact details of the named contact. 

• The LA can apply legal intervention to support schools where appropriate including issuing penalty 

notices or prosecute. 

• The LA can provide additional support services and help families which in turn can impact on school 

attendance. 

• LAs should communicate with each other when working with cross border students. 

 

Persistent and severe absence 

• Targeted support should be in place for students who miss 10% or more of school. 

• Appropriate services should work together to ensure that those students with less than 50% attendance 

should be given top priority. 

• Where partners are unable to impact upon severe absences a full social care assessment should be 

conducted in line with Keeping Children Safe in Education. 
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Extract from Statutory Guidance 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Extract from Statutory Guidance 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Further details in relation to contracts, Education Supervision Orders (ESO), prosecutions, parenting orders 

and penalty notices are contained in Statutory Guidance paras 134 to 200. 

Headteachers, Safeguarding leads and Senior Attendance officers appointed by Academies should familiarise 

themselves with legal intervention strategies and ensure that appropriate data is shared regularly with 

Governors. 

Admissions Register 

The school admission register must be kept in accordance with the School Attendance (Student Registration) 

(England) Regulations 2024. The admission register must be kept electronically.   

Deletion of names 
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Where a school notifies the local authority that a student’s name is deleted from the admission register, the 

school must provide the local authority with the following information about the student from the admission 

register:  

• full name;  

• address;  

• the full name and address of any parent the student normally lives with;  

• at least one telephone number by which any parent the student normally lives with can be contacted in an 

emergency; 

• if applicable, the student’s future address, the full name and address of the parent who the student is going 

to live with, and the date the student will start living there. 

• Off-rolling without following the appropriate procedure, which includes informing the LA must not happen. 

 

All Schools/Academies must follow the updated use of registration codes as follows. 

Present Codes  
Code  Meaning  

/ \   Present (AM / PM)  

L  Late before register closes  

B  Educated off-site  

D  Dual registration  

J  Interview  

P  Sporting activity  

V  Educational visit/trip  

Authorised Absence  
Code  Meaning  

I  Illness  

M  Medical/dental appointment  

C  Other authorised circumstances  

E  Excluded  

H  Authorised holiday  

R  Religious observance  

S  Study leave  

T  Traveller absence  

X  Not required in school  

Unauthorised Absence  
Code  Meaning  

G  Unauthorised holiday  

N  Reason not provided  

O  Unauthorised absence  

U  Late after register closes  

Other Codes  
Code  Meaning  

Z  Pupil not on roll  

#  School closed  

Y  Exceptional circumstances  
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Other relevant legislation and guidance 

The Education Acts 1996 and 2002  

The Children Act 1989 The Crime and Disorder Act 1998 

The Anti-Social Behaviour Act 2003  

The Education and Inspections Act 2006  

The Sentencing Act 2020 

The School Attendance (Student Registration) (England) Regulations 2024  

The Education (Parenting Contracts and Parenting Orders) (England) Regulations 2007  

The Education (Penalty Notices) (England) Regulations 2007, as amended The Education (Information about 

Individual Students) (England) Regulations 2013  

The Children and Young Persons Acts 1933 and 1963  

The Equality Act 2010  

Relevant government guidance  

Children missing education  

Keeping children safe in education and Working together to safeguard children Special educational needs and 

disability code of practice: 0 to 25 years  

Elective home education  

Alternative provision: statutory guidance for local authorities  

Exclusion from maintained schools, academies and student referral units in England  

Supporting students at school with medical conditions  

Arranging education for children who cannot attend school because of health needs 

Promoting and supporting mental health and wellbeing in schools and colleges  

Preventing and tackling bullying Providing remote education. 
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1. Aims 
This policy aims to show our commitment to meeting our obligations with regards to school attendance, 

including those laid out in the statutory guidance on Working together to improve school attendance from 

the Department for Education (DfE).  

 

We aim to achieve this through our whole-school culture and ethos that values good attendance, which 

includes: 

• Setting high expectations for the attendance and punctuality of all students 
• Promoting good attendance and the benefits of good attendance 
• Reducing absence, including persistent and severe absence 
• Ensuring every student 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 students have the support in place to attend 

school 
 

We will also promote and support punctuality in attending lessons. 

 

2. Legislation and Guidance 
This policy is based on the DfE’s statutory guidance on Working together to improve school attendance and 

School attendance parental responsibility measures. The guidance is based on the following pieces of 

legislation, which set out the legal powers and duties that govern school attendance: 

 

• Part 6 of the Education Act 1996 
• Part 7 of the Education and Inspections Act 2006 
• The School Attendance (Student Registration) (England) Regulations 2024  
• The Education (Penalty Notices) (England) (Amendment) Regulations 2013 
• The Equality Act 2010 
 

It also refers to: 

• School census guidance 
• Keeping Children Safe in Education 
• Mental health issues affecting a student's attendance: guidance for schools 
• Ofsted’s 2025 framework toolkit 
 

3. Roles and responsibilities 
Attendance is the responsibility of all staff in the Academy. 

 

3.1 The governing board 

The governing board is responsible for: 

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

• Making sure school leaders fulfil expectations and statutory duties 

• Regularly reviewing and challenging attendance data 

• Monitoring attendance figures for the whole school 

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/parental-responsibility-measures-for-behaviour-and-attendance
https://www.legislation.gov.uk/ukpga/1996/56/contents
https://www.legislation.gov.uk/ukpga/2006/40/contents
https://www.legislation.gov.uk/uksi/2024/208
https://www.legislation.gov.uk/uksi/2024/208
https://www.legislation.gov.uk/uksi/2013/757/regulation/2/made
https://www.legislation.gov.uk/ukpga/2010/15/contents
https://www.gov.uk/guidance/complete-the-school-census
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
https://www.gov.uk/government/publications/mental-health-issues-affecting-a-pupils-attendance-guidance-for-schools
https://www.gov.uk/government/publications/school-inspection-toolkit-operating-guide-and-information


9 
 

• Making sure staff receive adequate training on attendance 

• Holding the head teacher to account for the implementation of this policy 

 

3.2 The head teacher  

The head teacher 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 students 

• Monitoring the impact of any implemented attendance strategies  

• Issuing fixed-penalty notices, where necessary 

• Working with the parents/carers of students with special educational needs and/or disabilities 

(SEND) to develop specific support approaches for attendance for students with SEND 

• Communicating with the local authority when a student with an education, health and care (EHC) 

plan has falling attendance, or where there are barriers to attendance that relate to the student’s 

needs 

• Communicating the school’s high expectations for attendance and punctuality regularly to students 

and parents/carers through all available channels 

• Sharing information from the school register with the local authority 
 

3.3 The designated Deputy Head responsible for attendance 

The designated senior leader 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 students, 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 students and their parents/carers 
• Delivering targeted intervention and support to students and families  

 

The designated Deputy Head responsible for attendance is Mrs. Chapman and can be contacted via 0121 525 

1700 or jchapman@sandwellacademy.com  

 

3.4 The Attendance Manager 

The school attendance manager is 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 to the 

designated senior leader responsible for attendance and the head teacher  

• Working with education welfare officers to tackle persistent absence 

mailto:jchapman@sandwellacademy.com
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• Advising the head teacher/Deputy Head with responsibility for Attendance when to issue fixed-

penalty notices 

 

The Attendance Manager is Miss Ellis and can be contacted via 0121 525 1700 or 

cellis@sandwellacademy.com  

 

3.5 Class Teachers/Personal Tutors 

Class teachers/personal tutors are responsible for recording attendance daily, using the correct codes, and 

submitting this information to the attendance manager via BROMCOM. 

 

3.6 Parents/Carers  

Parents/Carers are expected to: 

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

• Report their child’s absence on the Class Charts parent app before 8.15am 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 

• Ensure that, the Academy are made aware of appointments, via Class Charts, with 48 hours’ notice 

when they take place during the school hours. Evidence of a medical appointment will need to be 

provided on the Class Charts app for the leave of absence to be approved. 

 

3.7 Students 

Students are expected to: 

• Attend school every day on time 

• Attend every timetabled session, including PT, on time  

• Register for every Session 3 they attend after school 

 

 

4. Recording Attendance 
4.1 Start and Close of the Day 

The school day starts at 8:15am. At the beginning of each day students meet in a designated zone and attend 

a standing assembly with a member of the Senior Leadership Team. We expect your child to be on site for 

8:15am to ensure they are present for this assembly. During this time Heads of Year and Personal Tutors will 

complete uniform and equipment checks. Following the standing assembly, students will follow their personal 

tutor into the Academy to their PT venue where the formal register will be taken. 

 

At 9:00 AM, the registers will be closed in accordance with The Education (Student Registration) Regulations 

2006, if your child arrives after that time and cannot give a valid reason, they will receive a mark that shows 

them to be on site, but this will not count as a present mark and it will mean they have an unauthorised 

absence on their attendance record. This may mean that you could face the possibility of a Penalty Notice if 

the problem persists. 

 

  

mailto:cellis@sandwellacademy.com
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4.2 Attendance register  

We will keep an attendance register and place all students onto this register. We will take our attendance 

register at the start of the day during their Personal Tutor session and during each individual session they 

attend during the day. 

 

It will mark whether every student is: 

• Present 

• Attending an approved off-site educational activity 

• Absent 

• 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 student is attending an approved educational activity 

• The nature of circumstances where a student 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. 

See pages 5 of this document for the DfE attendance codes. 

 

4.3 Reporting Absence  

All student absences must be reported using the Class Charts Parent App. This system ensures we can 

accurately track and support student attendance across the academy. 

 

• For planned absences (such as medical appointments), we ask that you notify us at least 48 hours in 

advance and upload supporting evidence, such as an appointment letter or confirmation.  

 

We encourage parents/carers to make medical and dental appointments out of school hours where possible. 

Where this is not possible, the student should be out of school for the minimum amount of time necessary. 

 

• For unplanned absences (such as illness), please report this through the app by 8:15am on the day of 

absence.  

 

Please note that if a student’s attendance falls below 93%, we may request medical evidence to authorise any 

further absence due to illness. This helps us ensure that attendance concerns are addressed promptly and 

that the appropriate support can be put in place where needed. 

 

The student’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.  
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4.4 Lateness and punctuality  

Poor punctuality is unacceptable. If your child misses the start of the day, they will miss key messages given 

out in their standing assembly and the Welfare Curriculum which is delivered in their PT sessions. 

 

We expect:                                                                                                                             

• All students must enter the Academy grounds by 8:15am to ensure they are ready for their standing 

assembly, which begins at 8:20 AM. 

• The main Academy gates will close at 8:17 AM, after which the late gate will be opened. 

• Students who arrive at 8:17 AM or later will not have enough time to reach their Standing Assembly 

and will therefore be recorded as “late through the gate.” 

• Students entering via the late gate will be signed in by a member of the Attendance Team. 

• Students will be required to provide a reason for their lateness. 

• All students marked as “late through the gate” will be logged on Class Charts by the Attendance Team 

and given a late slip to pass to their Personal Tutor. 

• Students arriving after 8:17 AM will not be permitted to join standing assemblies as this can cause 

disruption. Instead, they are expected to stand by their entrance door to the Academy, with a Senior 

Member of Staff, and they will be permitted to join their Personal Tutor group as they pass by. 

 

We operate a graduated response to student lateness, giving students the opportunity to take responsibility 

and make improvements before more serious consequences are applied. Initially, students will receive a 

warning and be reminded of expectations. If lateness continues, they will be issued a Conduct Review to 

reflect on the reasons for their lateness and agree strategies to improve. Persistent lateness may lead to 

further interventions, including time in the Reflection Hub or a parental meeting. This approach is designed to 

support students in making positive changes while maintaining high standards across the academy. 

 

4.5 Truancy 

Truancy is taken seriously at the academy and is addressed through a clear and consistent process. If a 

student is marked present but fails to attend a lesson, this will be logged by the class teacher as suspected 

truancy. The Welfare Team will then follow up with the student to understand the reason for their absence 

and reinforce expectations. If the truancy is confirmed the student will be issued a 30-minute Conduct 

Review. If there is no improvement or if truancy continues, further consequences will be applied, which may 

include time in the Reflection Hub, a parental meeting, or escalation to senior staff. Our aim is to ensure all 

students are in lessons, learning, and safe. 

 

4.6 Following up unexplained absence 

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

school will: 

• Send a message to the student’s parent/carer via Class Charts on the morning of the first day of 

absence if we have not received any notification via the Class Charts app. 

• Attempt to make contact via telephone to carry out a safe and well check. This will typically be done 

by your child’s Assistant Head of Year. 

• Conduct a home visit if a student has been absent for three or more days. 

• Invite you into the Academy discuss the situation with your child’s Personal Tutors, Assistant Head of 

Year and/or the Academy Attendance Manger. 
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• If absences continue, the school will consider involving the Sandwell Council’s School Attendance 

Support Officer.  

 

4.7 Reporting to parents/carers 

There are times when we need to contact parents about various issues, including absence, so we need to 

always have the correct contact details for you. Please help us to help you and your child by making sure we 

always have up to date contact details, including mobile telephone numbers and email addresses. There will 

be regular checks on contact details throughout the year. We require as a minimum details of two contacts 

per student 

 

The school will regularly inform parents about their child’s attendance and absence levels via: 

• Class Charts 

• Termly module reports 

• Personal Tutor conversations 

• Half termly attendance letters from the Attendance Manager 

 

5. Authorised and unauthorised absence  
5.1 Approval for term-time absence  

If you choose to take your child out of school during term time without leave of absence being granted, then 

it will be recorded as an unauthorised absence on the school register. 

 

It is important that you understand the circumstances when leave in term time will not be agreed by us. This 

includes: 

• When a student is just starting the school. This is very important as your child needs to settle into 

their new environment as quickly as possible. 

• Immediately before and during assessment periods, GCSE, A-Level or any other public examinations. 

• When a student’s attendance record already includes any level of unauthorised absence. 

• Where a student’s attendance rate is already below 90% or will fall to or below that level because of 

taking holiday leave. 

 

The headteacher will only grant a leave of absence to a student during term time if they consider there to 

be 'exceptional circumstances'. A leave of absence is granted at the headteacher’s discretion, including the 

length of time the student is authorised to be absent for. 

 

We define ‘exceptional circumstances’ as one-off events which are unavoidable, examples may include the 

death of a close relative, attendance at a funeral, respite care of a looked after child, a housing crisis which 

prevents attendance. Exceptional circumstances do not include family holidays, visiting relatives or friends, 

spectating at sporting or other events, looking after unwell family members, babysitting younger family 

members, birthdays or shopping. 

 

If you consider that a request for leave of absence during term time is for ‘exceptional circumstances’ then 

this should be submitted as soon as it is anticipated and, where possible, at least four weeks the absence, and 

in accordance with any leave of absence request form, accessible via the Academy Website or requested from 
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the Attendance Manager. All forms will need to be returned to the Deputy Head with Responsibility for 

Attendance via Reception.  

 

The school considers each application for term-time absence individually, considering the specific facts, 

circumstances and relevant context behind the request. Please note, the headteacher may require evidence 

to support any request for leave of absence. 

 

Taking holidays in term time will affect your child’s schooling as much as any other absence and we expect 

parents to help us by refraining from taking holidays during term time. Remember that any savings you think 

you may make by taking a holiday in school time are offset by the cost to your child’s education. There is no 

automatic entitlement in law to time off in school time to go on holiday. 

 

5.2 Other reasons for authorised absence  

Valid reasons for authorised absence include but are not limited to: 

• the death of a close relative and/or attendance at a funeral 

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

• Religious observance – where the day is exclusively set apart for religious observance by the religious 

body to which the student’s parents belong.  If necessary, the school will seek advice from the 

parents’ religious body to confirm whether the day is set apart 

• Traveller students 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 student is attending educational provision 

 

5.4 Absences from the school site (which are not classified as absences)  

The headteacher will allow students to be absent from the school site for certain educational activities, or to 

attend other schools or settings. These are not classified as absences. Reasons 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 student is also registered (dual registration) 

• Attending provision arranged by the local authority 

• Attending work experience 

• If there is any other unavoidable cause for the student 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 
 

4.2 Legal sanctions  

Parents are expected to contact school at an early stage and to work with the staff in resolving any problems 

together. This is nearly always successful. If difficulties cannot be sorted out in this way, the Attendance 

Manager may refer the child to the Deputy Head with responsibility for Attendance and to the Head Teacher 

where necessary. We will try to resolve the situation by agreement but if other ways of trying to improve the 
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child’s attendance have failed and unauthorised absences persist, the Head can use sanctions such as Penalty 

Notices or prosecutions. 

The school or local authority can fine parents for the unauthorised absence of their child from school, where 

the child is of compulsory school age. If issued with a fine, or penalty notice, each parent must pay £60 within 

21 days or £120 within 28 days. The payment must be made directly to the local authority. 

 

Penalty notices can be issued by a headteacher, local authority officer or the police.  

 

The decision on whether to issue a penalty notice may take into account: 

• The number of unauthorised absences occurring within a rolling academic year  

• One-off instances of irregular attendance, such as holidays taken in term time without permission 

• Where an excluded student is found in a public place during school hours without a justifiable reason 

 

If the payment has not been made after 28 days, the local authority can decide whether to prosecute or 

withdraw the notice. 

 

6. Strategies for promoting attendance  
We want our students to succeed, to do this, students need to avoid missing lessons and days of school. As a 

school, we want to reward high attendance and not just penalise students for poor attendance. 

 

The following strategies will be used to engage students: 

 

• Welcoming and positive culture – this includes ensuring lessons are engaging and that students want to 

attend, teachers are approachable, friendly and encouraging and an effective behaviour policy is 

implemented whole school. 

 

• Raised profile of attendance: 

o Assistant Head of Year as attendance champion in each year group 

o Internal truancy protocol  

o Weekly attendance statistics shared with all staff 

o Posters around Academy to promote punctuality and attendance 

 

• 100% club: 

o prizes awarded to PTs with highest attendance statistics termly 

o postcards and pudding prizes for improved attendance and 100% attendance over a term 

o Rewards through class competitions, certificates and outings / events. 

 

• Targeted intervention and support for students identified as persistent or severe absentees. 

 

• Positively welcoming students back into lessons following a period when they have been late or absent.  

 

Parental partnership and support will be sought through: 

• Class Charts which reports student attendance figures 

• Assistant Head of Year contact when your child is absent for two or more consecutive days  

• Contact where attendance falls below the Academy threshold of 96%. 
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• Regular updates on attendance in our termly mailings. 

• Module reports to outline how your child is performing in school, their attendance and punctuality 

rate and how this relates to their attainments. 

 

7. Emotion-Based School Avoidance (EBSA) 
We recognise that Emotion-Based School Avoidance (EBSA) is often linked to underlying emotional wellbeing 

needs, anxiety, trauma, or other barriers to engagement with school. In line with our belief that “Attendance 

is a percentage, absence is a story,” we are committed to understanding the reasons behind absence and 

responding in a proactive and supportive way. 

 

Our approach is informed by counselling psychology principles, drawing on relational, humanistic and 

systemic thinking, which reflects the complexity of EBSA. This work is being developed through our 

partnership with Reach Psychology and as part of the Mercers’ Learning Partnership Test and Learn project, 

with St Mary’s University, London. 

 

To reduce Emotion-Based School Avoidance (EBSA), we do the following with early identification being central 

to our approach: 

• Having clear systems of referral for students struggling with emotional wellbeing, prior to EBSA. 

• Attendance is monitored closely, and SENDCo involvement is increased where there are emerging 

patterns of decline or concern. This ensures that support is put in place at the earliest possible stage, 

rather than waiting for absence to become prolonged. 

• A screening tool has been developed to help identify EBSA indicators, considering both “push and 

pull” factors affecting attendance. This supports a more informed and timely understanding of need. 

• A strong emphasis on working closely with parents and carers, focusing on relationship-building and 

shared understanding, rather than purely on reintegration into lessons. 

• Use of transition information (including Year 6 into Year 7 visits to SEND students), alongside 

structured information gathering during parent meetings, to build a fuller picture of the child’s 

experience and needs. 

• Where EBSA is identified, a clear action plan is developed. 

• Support may include timetabled daily sessions (including first-period provision where appropriate), 

access to a calm and supportive environment such as the Welfare Hub, and consistent support from 

familiar staff to help build trust and routine. 

• Where appropriate, we work with external agencies including Inclusion Support and services 

accessed through Single Point of Access (SPA)/Child and Adolescent Mental Health Services (CAMHS). 

• Internal and external therapeutic support may also be used where needed. 

• The introduction of a dedicated Welfare Hub as a consistent, therapeutic space, alongside daily 

timetabled EBSA sessions led by the SENCo, Deputy Head for Welfare and Inclusion team. 

• Continued refinement of our screening and tracking tools to support earlier identification and more 

targeted intervention. 

• Embedded three-tiered approach to intervention (Kearney & Graczyk, 2020): 

 

We will also continue to develop staff and parent understanding of EBSA through planned CPD during 2026-

27, and strengthen the use of external partnerships to support our most vulnerable learners. 
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8. Supporting students with poor attendance 
Our school will make use of the full range of support and 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.  

 

7.1 Attendance Contract 

We use attendance contracts as a form of attendance support. 

 

An attendance contract is a formal written agreement between a parent and the school to address irregular 

attendance at school. An attendance contract is not legally binding, but it provides a more formal route 

where previous support has not worked or would not have been appropriate. 

 

Where an attendance contract would be an appropriate form of support, the school will arrange a meeting 

with the parents /carers (and student if they are old enough to understand) to discuss how we can work in 

partnership to improve the student’s attendance. 

 

Where parents fail to comply with an agreed attendance contract, the school may seek an alternative course 

of action. In the first instance, this will include discussions with the parents to seek explanations and 

determine whether the attendance contract remains useful. Where there is further non-compliance following 

these discussions, the school may take further action.    

 

7.2 Education supervision order 

In cases where voluntary early help plans and attendance contracts have been unsuccessful; we may work 

with the local authority to issue an education supervision order. If an education supervision order is 

considered, the local authority will inform the parent(s) in writing and will set up a meeting. 

 

An education supervision order is a formal intervention but not criminal prosecution. An education 

supervision order initially lasts for 1 year, but it can be extended within the last 3 months for a period of up to 

3 years at a time.  

 

In cases where parents persistently fail to meet the directions given under the education supervision order, 

they may be liable to a fine of up to £1,000 upon conviction. 

 

7.3 Notice 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.  

 

A notice 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 student attends school. 

 

It will include: 

• Details of the student’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   

https://www.legislation.gov.uk/ukpga/1996/56/section/7
https://www.legislation.gov.uk/ukpga/1996/56/section/7
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• 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, or prosecution considered, if attendance does 

not 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 

 

7.4 Penalty notices 

The headteacher (or a deputy or assistant headteacher, authorised by the headteacher), 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, we will check with the local authority before doing so and send the local 

authority 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 student 
• 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 
 

Each parent who is liable for the student’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 student, 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. 

 

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 student must not be present in a public place on that day). These 

penalty notices are not included in the National Framework, not subject to the same considerations about 

support being provided, and do not count towards the limit as part of the escalation process. 
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In these cases, the parents/carers must pay £60 within 21 days, or £120.  

 

9. Supporting students who are absent/returning to school 
The school is committed to supporting students who are absent or returning to school through a responsive, 

inclusive, and individualised approach. When absence occurs, staff work closely with families, external 

agencies, and the local authority where appropriate to identify and address any underlying barriers, including 

complex needs, mental or physical ill health, SEND, disadvantage, or involvement with children’s social care. 

Reasonable adjustments and targeted interventions are put in place promptly to ensure support is 

appropriate and effective. For students experiencing prolonged or unavoidable absence, the school provides 

structured reintegration plans, which may include reduced timetables, pastoral support, academic catch-up, 

and regular check-ins to rebuild confidence and routine. Care is taken to ensure that vulnerable students 

receive tailored support, and where a student with an Education, Health and Care Plan shows a decline in 

attendance, the local authority is informed. This coordinated approach ensures all students are supported to 

re-engage successfully with their education. 

 

10. Attendance Monitoring 
9.1 Monitoring attendance 

The school will monitor attendance and absence data (including punctuality) weekly, half-termly, termly and 

yearly across the school and at an individual student, year group and cohort level. 

 

Specific student information will be shared with the DfE on request. 

 

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 benchmark its attendance data at whole school, year group and cohort level against local, 

regional, and national levels to identify areas of focus for improvement and share this with the governing 

board. 

 

9.2 Analysing attendance 

The school will: 

• Analyse attendance and absence data regularly to identify students, groups or cohorts that need 

additional support with their attendance, and  

• Identify students whose absences may be a cause for concern, especially those who demonstrate 

patterns of persistent or severe absence  

• Conduct thorough analysis of half-termly, termly, and full-year data to identify patterns and trends 

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

address these patterns   

 

9.3 Using data to improve attendance 

The school will: 

• Share weekly attendance headlines with staff on the staff bulletin 
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• Provide staff with access to attendance reports on Class Charts to facilitate discussions with students 

and families. 

• Develop targeted actions to address patterns of absence (of all severities) of individual students, 

groups or cohorts that it has identified via data analysis 

• Provide targeted support to the students we have identified whose absences may be a cause for 

concern, especially those who demonstrate patterns of persistent or severed absence, and their 

families (see section 9.4 below) 

• Use data to monitor and evaluate the impact of any interventions put in place in order to modify 

them and inform future strategies 

• Share information and work collaboratively with other schools in the area, local authorities and other 

partners where a student’s absence is at risk of becoming persistent or severe, including keeping 

them informed regarding specific students, where appropriate 

 

9.4 Reducing persistent and severe absence 

Persistent absence is where a student misses 10% or more of school, and severe absence is where a student 

misses 50% or more of school. Reducing persistent and severe absence is central to the school’s strategy for 

improving attendance. 

 

The school will: 

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

 
• Consider potential safeguarding issues and, where suspected or present, address them in line with 

Keeping Children Safe in Education  
• Hold regular meetings with the parents/carers of students who the school (and/or local authority) 

considers to be vulnerable or at risk of persistent or severe absence, or who are persistently or severely 

absent, to: 
o Discuss attendance and engagement at school  

o Listen, and understand barriers to attendance 

o Explain the help that is available  

o Explain the potential consequences of, and sanctions for, persistent and severe absence 

o Review any existing actions or interventions  

 

• Provide access to wider support services to remove the barriers to attendance, in conjunction with 

the local authority, where relevant 

 

• Consider alternative support that could be put in place to remove any barriers to attendance and 

re-engage these students. In doing so, the school will sensitively consider some of the reasons for 

absence 

 

• Implement consequences, where necessary (see section 7, above) 
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11. Monitoring arrangements  
This policy will be reviewed as guidance from the local authority or DfE is updated, and as a minimum every 

12 months by the Deputy Head with responsibility for attendance. At every review, the policy will be 

approved by the full governing board.  

 

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

• Child protection and safeguarding policy 

• Behaviour policy 

 

13. Staff Members Responsible for Attendance Matters  
The following staff can be contacted with regards to attendance matters: 

Staff Responsibility 

Mrs. J Chapman Deputy Head with responsibility for Attendance 

Miss C Ellis Attendance Manager 

Miss D Johal Attendance Officer 

Miss Y Williams / Miss Ryan / Miss Small Year 7 team 

Mrs Sharif / Mr Ahmed Year 8 team 

Ms. M White / Miss Roberts Year 9 team 

Mr. C Ferguson / Miss Steube Year 10 team 

Mrs. A Dickenson/ Mrs Lalli Year 11 team 

Mrs. L Hamill / Mrs Barnes / Mrs Morris- Ashman Sixth Form team 

14. GDPR and DPA Complaints 
All Staff must be aware of the complaints process. All complaints should be directed to the Data Protection 

Compliance Manager / Data Protection Officer. If any member of staff is aware that a person wishes to 

complain they should direct the person to the school website and complaints policy and form. 

 

Data Protection Compliance Manager / Data Protection Officer is responsible for dealing with all complaints 

in line with this procedure. 

 

The school complaints policy sets out the complaints process. This will be the basis for dealing with Data 

Protection Complaints and appeals. A written outcome will be provided. 

 

If the school does not comply with a Subject Access Request within one month (subject to any extension), or 

refuses all or part of the request, written reasons will be provided, setting out the principles for the refusal. 

The data subject(s) will be notified of the right to complain directly to the Information Commissioner, whose 

details will be in the response. 

 


