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Aims and Ethos 
 

We believe that punctuality and good attendance are essential for all children to ensure they 

can benefit from their education and reach their full potential, both academically and 

socially. We aim to ensure that all children achieve maximum possible attendance and that 

any barriers to this are identified and acted upon as soon as possible. The school aims at 100% 

attendance for children and promotes good punctuality, as this sets a positive work ethic now, 

and for the future.  

 

 

We are committed to meeting our obligation with regards to school attendance through our 

whole-school culture and ethos that values good attendance, including: 

 Promoting good attendance  

 Reducing absence, including persistent and severe absence 

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

 Acting early to address patterns of absence 

 Building strong relationships with families to ensure children  have the support in place to 

attend school 

We will also promote and support punctuality in attending lessons. 

 

At the centre of our ethos is the UN Convention on the Rights of the Child (UNCRC)  

 
Article 2  

All children have these rights, no matter who they are, where they live, what their parents do, 

what language they speak, what their religion is, whether they are a boy or a girl, what their 

culture is, whether they have a disability, whether they are rich or poor. No child should be 

treated unfairly on any basis.  

Article 3  

All adults should do what is best for you. When adults make decisions, they should think about 

how their decisions will affect children.  

Article 4 The government has a responsibility to make sure your rights are protected. They must 

help your family to protect your rights and create an environment where you can grow and 

reach your potential.  

Article 5 Your family has the responsibility to help you learn to exercise your rights, and to ensure 

that your rights are protected.  

Article 28 You have the right to a good education. You should be encouraged to go to school 

to the highest level you can. 

 

2. Legislation and guidance  

This policy meets the requirements of the working together to improve school attendance 

from the Department for Education (DfE), and refers to the DfE’s statutory guidance on 

school attendance parental responsibility measures. These documents are drawn from the 

following legislation setting out the legal powers and duties that govern school attendance: 

 Part 6 of The Education Act 1996 

 Part 3 of The Education Act 2002 

 Part 7 of The Education and Inspections Act 2006 

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/2002/32/contents
https://www.legislation.gov.uk/ukpga/2006/40/contents
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 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.  

 

3. Roles and Responsibilities 
 

The Governing Body 

 

The Governing Body of South Grove Primary School has ultimate responsibility for attendance 

at school. This is delegated on a daily basis through the Head Teacher to the Extended School, 

Safeguarding and Attendance Lead. Governors regularly monitor the effectiveness of 

attendance policy and practice.  

 

3.1 The Governing Body 

 The Governing Body 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 

 Making sure staff receive adequate training on attendance 

 Holding the Headteacher to account for the implementation of this policy 

 

Link Governor for Attendance and Behaviour  

The Link Governor is responsible for: 

 Meeting termly with the Attendance Lead to discuss attendance across the school 

 Noting patterns of attendance of key groups including those with SEND/EHCPs and 

presenting to the Full Governing Body  

 Discuss the Attendance Action Plan for the academic year and work towards the 

strategic priorities 

 Noting the work that all school staff are doing to promote regular attendance at 

school  

 Working with the Attendance Lead on strategies for reducing the PA of the school 

 Monitoring the impact of any implemented attendance strategies  

 Being aware of the success stories and improved attendance of groups of children  

 Feeding back to the Governing Body and taking questions on future actions by the   

school  

 Writing a termly Link Governor Report with the Attendance Lead  

 

 

https://www.legislation.gov.uk/uksi/2006/1751/contents/made
https://www.legislation.gov.uk/uksi/2006/1751/contents/made
https://www.legislation.gov.uk/uksi/2013/757/regulation/2/made
https://www.legislation.gov.uk/uksi/2013/757/regulation/2/made
https://www.gov.uk/guidance/complete-the-school-census
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3.2 The Headteacher  

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 children  

 Monitoring the impact of any implemented attendance strategies  

 Issuing fixed-penalty notices, where necessary 

 

3.3 The designated senior leader responsible for attendance 

 

Designated School Attendance Lead 

 

The designated senior member of staff responsible for attendance and absence at South 

Grove Primary School is the Extended School Leader. 

The Extended School Leader is supported by the Education Welfare Officer and Attendance 

Administrative Officer. 

 

Attendance is regularly monitored so that children at risk of persistent absence can be 

identified early and interventions/support are offered.  

Investigations are made to understand the nature of the problems, identifying how the school 

can support parents in meeting their legal responsibility.  

 

A range of actions may be taken according to the percentage of absence and reasons 

provided by parent/carers; these may include liaising with the LBWF Education Welfare Officer 

and parent/carers in the first instance; these may include completing an Early help 

Assessment, referral to Children’s Social Care or court action.   

 

The designated senior leader is responsible for: 

 Leading attendance across the school 

 Offering a clear vision for attendance improvement 

 Evaluating and monitoring expectations and processes 

 Having an oversight of data analysis 

 Devising specific strategies to address areas of poor attendance identified through 

data 

 Arranging calls and meetings with parents to discuss attendance issues 

 Delivering targeted intervention and support to children  and families  

 Monitoring and analysing attendance data (See Section 7) 

 Benchmarking attendance data to identify areas of focus for improvement 

 Providing regular attendance reports to school staff and reporting concerns about 

attendance  to the designated senior leader responsible for attendance and the 

Headteacher  

 Working with education welfare officers to tackle persistent absence 

 Making a home visit if there is only one phone number and contact 

 Advising the Headteacher/authorised by the Headteacher when to issue fixed-

penalty notices 
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The designated senior leader responsible for attendance is Brigid Montgomery and can be 

contacted via the school office on 0208 521 6000. 

 

3.4 Class teachers 

 

Registers are computerised and are taken at the start of the morning and afternoon session – 

including those being educated remotely.  

 

The time of late arrivals is noted and absences recorded, in the class register. The registers are 

examined, absence and lateness noted. Class teachers contribute to procedures by 

promoting good attendance with their class and highlighting those with poor attendance and 

punctuality. Class teachers must immediately alert the Designated Safeguarding lead if they 

believe or suspect that an absence may be due to a Child Protection of Safeguarding issue. 

 

Class teachers/Cover Supervisors are responsible for recording attendance on a daily basis, 

using the correct codes, and submitting this information to the school office by 8:55am and 

1:10pm/140pm.  

 

 

3.5 School Administration Office staff  

 

Attendance Administrative Officer  

 

The Attendance Administrative Officer provides a key role in the promotion of punctual 

attendance. At South Grove we apply a First Day Contact approach. We note all late children 

each day, monitoring children over the week and if more than two late marks, we contact the 

parent/carer of the recorded absent children. The Admin Officer may contact parent/carers 

when there is an attendance or lateness concern. If absence is unexplained, the Attendance 

Officer contacts parents, logging reasons on SIMs. This allows us to closely monitor all absences 

and displays to the parents/carers our commitment to the welfare and attendance of their 

children. 

Parent/Carers should be aware that if they fail to ensure that their children attend school 

regularly and punctually they may be prosecuted under Section 444 Education Act 1996 by 

the LEA. 

 

School Administration Office staff will: 

 Take calls from parents and carers about absence on a day-to-day basis and record it on 

the school system 

 Transfer calls from parents and carers  to the Attendance Lead  in order to provide them 

with more detailed support on attendance  

 

3.6 Parents/carers  

Parents/carers are expected to: 

 Make sure their child attends every day on time 

 Call the school to report their child’s absence before 8:45am on the day of the absence 

(and each subsequent day of absence), and advise when they are expected to return 
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 Provide the school with more than 1 emergency contact number for their child 

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

day 

 

3.7 Children  

Children  are expected to: 

 Attend school every day on time 

 

4. Recording attendance  

4.1 Attendance register  

 We will keep an attendance register, and place all children onto this register. 

 We will take our attendance register at the start of the first session of each school day 

and once during the second session. It will mark whether every child  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 

 See Appendix 1 for the DfE attendance codes. 

 

 We will also record: 

 [For children  of compulsory school age] Whether the absence is authorised or not 

 The nature of the activity if a child  is attending an approved educational activity 

 The nature of circumstances where a child  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. 

Children must arrive in school by 8:40am on each school day. 

The register for the first session will be taken at 8:45am and will be kept open until 8:50am. The 

register for the second session will be taken at 1:00pm/1:30pm and will be kept open until 

1:10pm/1:40pm. 
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4.2 Unplanned absence  

The child’s parent/carer must notify the school of the reason for the absence on the first day 

of an unplanned absence by 8:45am or as soon as practically possible by calling the school 

Office or leaving a message on the school answer service.  

We will mark absence due to illness as authorised unless the school has a genuine concern 

about the authenticity of the illness. 

If the authenticity of the illness is in doubt, the school may ask the child’s parent/carer to 

provide medical evidence, such as a doctor’s note, prescription, appointment card or other 

appropriate form of evidence. We will not ask for medical evidence unnecessarily. 

If the school is not satisfied about the authenticity of the illness, the absence will be recorded 

as unauthorised and parents/carers will be notified of this in advance. 

 

4.3 Planned absence  

Attending a medical or dental appointment will be counted as authorised as long as the 

child’s parent/carer notifies the school in advance of the appointment. 

Parent/Carers should come to the School Office and show the Office Administration staff or 

the Attendance Lead the appointment details, requesting leave of absence for the 

appointment.  

However, we encourage parents/carers to make medical and dental appointments out of 

school hours where possible. Where this is not possible, the child should be out of school for 

the minimum amount of time necessary. 

The child’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.  

 

5. Leave of Absence 
South Grove Primary School can approve absence. However, the school does not have to 

accept the parent/carers offered explanation as a valid cause for absence. There are certain 

circumstances outlined in the DfE guidelines that the school categorises as authorised 

absence. The guidelines are based on the needs of the community and the kinds of reasons 

parent/carers may wish their children to take leave of absence. 

 

These are the guidelines South Grove Primary School follow: 

 

  Illness, emergency medical and dental appointments. 

 

  Family bereavements 

 

 Attending a religious observance 

 

 Off-site activities (These fall into two categories; educational visits or individual activities 

e.g. an examination) 
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 Exclusion (Excluded children are treated as authorised absence. They will remain on 

the school’s register unless permanently excluded when the situation has to be 

reviewed) 

 

 

NB: The school does not authorise a leave of absence or extended periods during term time 

e.g extended holidays or visiting family abroad.  

 

 

5.1 Holidays during Term Time - Extended Holiday 

 

South Grove Primary School operates the DfE zero tolerance approach to extended holidays 

and notifies parents/carers of this so that they can make informed decision about removing 

children from school for this reason. We refer children with unauthorised extended holiday 

absence to the local authority who arranges for fixed penalty fines to be issued.  

 

Currently the fine is £120 per child for each parent. If this is paid within 14 days the fine is 

reduced by 50%. 

 

Our intention in referring cases and issuing fines is to emphasise the importance and negative 

impact on children’s progress and achievement caused by extended periods of absence.  

 

All absences directly before or after a holiday period must be reported by telephone rather 

than via email; staff may make home visits to confirm reasons for absence.  

 

 

6. Authorised and unauthorised absence  

6.1 Approval for term-time absence  

The Headteacher will only grant a leave of absence to a child 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 child  is authorised to be absent 

for. 

We define ‘exceptional circumstances’ as bereavement,  

The school considers each application for term-time absence individually, taking into 

account the specific facts, circumstances and relevant context behind the request.  

Any request should be submitted as soon as it is anticipated and, where possible, at least 

half-a-term or 8 weeks before the absence, and in addition may require evidence to support 

any request for leave of absence.  

Valid reasons for authorised absence include: 

 Illness and medical/dental appointments  

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

the religious body to which the child’s parents belong.  If necessary, the school will seek 

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

 Traveller children  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 
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purposes and has agreed this with the school, but it is not known whether the child  is 

attending educational provision 

 Engagement in performances with theatres and operas where these are seen as one off 

life-time opportunities 

 Flexi-schooling requests – your school can add details of its procedures for requesting and 

deciding on this 

 

6.2 Legal sanctions  

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 or not 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 child  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.  

 

6.3 Persistent Absence 

 Children who are persistently absent are not receiving their entitlement to education. The 

school closely monitor individual children’s attendance and will alert parents in cases of 

concern. A range of actions are taken to support parents in ensuring good school attendance, 

these include Early Help referral and return to school meetings. Where improvement is not 

evidenced or sustained further action may be taken which could include issuing Notices of 

Parental Responsibility or court action.  

 

 
6.4 Children Who Cannot Attend School due to Medical Reasons 

 Arrangements are made, in consultation with parents and relevant professionals, to ensure 

that children whose health needs prevent school attendance receive education appropriate 

to their needs. 
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6.5 Lateness and punctuality  

A child who arrives late:  

 Before the register has closed will be marked as late, using the appropriate code 

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

Punctuality is monitored by the Attendance Lead and Administration Officer. 

Children arriving late are logged into the school’s Inventry System where late children after 

the class registration has closed, can be identified. 

Staff on gate duty in the morning also identify persistently late children and can inform the 

Attendance Lead.  

Parents will be contacted to discuss this on a regular Half-Term basis, for punctuality to 

improve and stress the importance of being in school on time and what will be missed by   

their child.  

Persistent lateness will be monitored by the Attendance Lead, Administration Officer and 

Senior Leadership Team. Meetings will be set up for those parents where this is an ongoing 

issue and ways forward will be discussed.  

6.6 Following up unexplained absence 

Where any child the school expects to attend school does not attend, or stops attending, 

without reason, the school will: 

 Call the child’s parent/carer on the morning of the first day of unexplained absence to 

ascertain the reason. If the school cannot reach any of the child’s emergency contacts, 

the school may conduct a home visit, or if more serious concern social services or police 

 Identify whether the absence is approved or not 

 Identify the correct attendance code to use and input it as soon as the reason for 

absence is ascertained – this will be no later than 5 working days after the session 

 Call the parent/carer on each day that the absence continues without explanation to 

ensure proper safeguarding action is taken where necessary. If absence continues, the 

school will consider involving an Education Welfare Officer 

7.  Reporting to parents/carers 

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

Termly Parent Consultation Evenings or as and when necessary if there are any cause for 

concern. At the end of the academic year an End of Year Report is produced for each child 

including attendance figures for the end of year.  
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8. Breakfast Club 

 

We have an established Breakfast Club at South Grove. The aim of the club is to promote 

punctuality and good attendance. Breakfast Club may be a useful option for families where 

there are barriers to punctual attendance. Breakfast Club is run by trained school staff and is 

open at 7.30am. 

 

9. Late Collection of Children 

 

Persistent late collections are monitored and the school attempts to support parents/carers 

with this by helping to develop strategies to improve their punctuality in collecting their 

children. Children who are collected late have their name recorded. If the problem is serious 

or persistent then it will be investigated by the Attendance Lead. Persistent late collections are 

monitored and the school attempts to support parents/carers with this by helping to develop 

strategies to improve their punctuality in collecting their children. 

 

South Grove operates their own After School Club, which may be useful for families who are 

unable to collect their children on time from school, however it is not a drop in facility and 

children  must register to attend. Ad-hoc daily places are available for family emergencies 

only.  

 

10. School Procedures 

 

The school monitors attendance and punctuality weekly. Issues relating to a child’s  

attendance are followed up during regular review periods.  

 

Children with attendance below 96% are recorded half termly with actions following agreed 

procedure. The Attendance Lead  leads on this, directing the work of the EWO (see Appendix 

I). Weekly meetings ensure that vulnerable children are monitored. 

 

 

11. Strategies for promoting attendance  

Celebrating good and improving attendance is celebrated in different ways:  

 Each class  has their own attendance poster with South Grove children on it and 

percentages so that they can celebrate with their teacher and peers 

 Star of the Week Assembly celebrates the classes with the best attendance for the 

previous week and best punctuality. Trophies and certificates are given to take back 

to class to display 

 Celebrate attendance of classes in the weekly school newsletter  

 The Library displays an attendance board where the target of 97% attendance is 

displayed. Those children who achieve 100% attendance each Half-Term are 

celebrated on this board; weekly attendance is celebrated for the whole school  

 Those children who achieve 100% each Half-Term receive a small gift to recognise 

their achievements and are celebrated in assembly; a special dining table is laid out 

with juice and plants to celebrate publically 

 Those children who attendance improves receives a small gift and also a letter is sent 

to parents to encourage them to keep this improvement up; postcards are also sent 

home where the child has really tried with their attendance 
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11.1 Instilling a staff mindset of high expectations around attendance 

 All staff are on board help to make sure of a consistent approach to attendance 

policy throughout the school. To do this: 

 Staff have the necessary attendance vocabulary and encouraging soundbites, like 

“zero tolerance of low attendance” and “every school day is a great day” 

 Staff are reminded to model a 100% expectation for children to attend and learn in 

every lesson.  

 Staff members model personal punctuality themselves 

 

 

11.2 Establish a Senior Leadership Team presence around school 

 Senior leaders and staff are in the playground each morning  

 Senior leaders and staff greet children in the playground and at the gates of the 

school each morning, to give children a warm welcome. 

 Staff make sure this first interaction is a positive one, commenting on their readiness 

for learning or what they have to look forward to that day or the next day on the way 

out of school  

 Staff show that they have noticed when an often-absent child makes it to school that 

day. Staff greet them and let them know that they are looking forward to seeing 

them the next day, too. 

 

11.3 Make good attendance everyone's responsibility 

The school uses this as a soundbite in its own right, and regularly remind your school 

community of this point.  

 

11.4 Work with parents 

 Parent Presentation Meetings, newsletters and the school website help to get all 

parents on board with the school’s expectation for high attendance 

 To offer parenting classes that include sessions on morning routines and helpful ideas, 

such as ‘getting dressed music’ (where parents put on a song and the child has to 

get dressed before the song ends) 

 Set up a ‘wake up text’ system where your school office automatically sends a 

reminder to parents of low-attenders, or encourage parents to set alarms on their 

phones 

 School uniform sales are held where the school has a stock from school donations, to 

help parents who can’t afford to purchase new items. This can help parents 

overcome any self-consciousness about sending their children to school in an 

outgrown uniform, as  for example 

 

11.5 Involve our local community 

 Invite adult role models from our community to: 

 Share the importance of good attendance  

 Discuss what happens if someone is late in the workplace or misses work 

 Demonstrate commitment and resilience to children  
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11.6 How Governors can support  

Governor’s messages through the school newsletters help to stress the importance of 

attendance and the robustness of school policies and procedures to others, especially if 

they’re influential in our local community.  

 

11.7 Strategies for low-attending children  

Give children a purpose to be in school each day 

 Approaches for staff to encourage children to be in the next day: “It will be lovely to 

watch you play football tomorrow” 

 Younger children especially might not make the link between good attendance and 

achievement. 

 Staff to provide low-attenders with a task or responsibility each day, such as tidying 

the book corner or looking after younger children on the playground. 

 Encourage staff to remind low-attenders about anything exciting happening the 

following day, such as, “it will be lovely to watch you play football tomorrow”. 

 Schedule regular child voice meetings about non-attendance, so our children  

understand and can share with others the impact of poor attendance. 

 

11.8 Offer children the tools to come to school 

 Something as simple as providing an alarm clock to children  in Upper Key Stage (KS2) 

to help hand over the responsibility for their own attendance to them and also to  

make sure to offer regular battery replacements. 

 If it’s not feasible for the school to do this for free, the school will look to sell the clock 

at a discount, or ask for donations from your local community. 

 To encourage children with poor or erratic attendance to attend breakfast club and 

try to encourage children  who are often late or absent to join, using Pupil Premium to 

support those entitled  

 

      11.9 Provide secure conditions for learning 

 At South Grove providing a safe school environment is incredibly important for many 

reasons, including attendance. It helps to make our children want to attend every 

day. 

 The school is relentless with managing bullying or any other issues between children, 

including on social media. 

 The school offers safe spaces around the school and make sure children know who 

they can talk to if they’re experiencing any issues from challenges with their peers, to 

their mental health. Worry boxes are provided and are used frequently by the 

children and promoted by staff 

 

11.10. Using and promoting exciting curriculum to entice children  

Our children need to feel that their learning is worthwhile. So making sure our curriculum 

stands out and highlights what’s coming up, so children will not want to miss out on any 

learning. 
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In lessons, teachers are encouraged to: 

 Use pre-learning and anticipation of the next lesson’s content to interest children – for 

example, “tomorrow we are …” 

 Link learning to past and future lessons, split content, and use pole-bridging to link 

lessons – such as “you will remember in our last lesson we …” 

 

11.11Anticipate family patterns 

These might include: 

 Holidays during term time 

 Birthdays off 

 Younger siblings copying the behaviour of older family members 

These conversations may need to take place to encourage children and parents that days 

off school for family time are not more important than school education time.  

 

11.12 Provide additional support for children with medical conditions or SEND 

The school is aware of the additional barriers to attendance these children face and put 

additional, tailored support in place where necessary. For example, this support should 

include to: 

 Make reasonable adjustments where a child  has a disability or put in place an 

individual healthcare plan where needed 

 Work with parents to develop specific support approaches for attendance for 

children with special educational needs and/or disabilities (SEND) with the school’s 

SENCo and Senior First Aider of the school.  

 

11.13 Share information and work collaboratively with others 

The school is expected to: 

 Work with the school’s  LA and other local partners to share: 

o Data on individual children  

o Effective practice where there are common barriers to attendance 

 Have regular ‘targeting support meetings’ with the LA, at least termly. Contact your 

LA to find out when it will put in place these meetings. 

 Follow GDPR Guidance when sharing information  

 

12. Attendance monitoring 

This aims to promote: 

 Regular data analysis to both identify and then provide support to children  or cohorts 

that need it 

 

 Looking at historic and emerging patterns across the school and to develop 

strategies to address these 

 

Below is how the school monitors and analyses attendance and absence data to identify 

children or cohorts that require support.  
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12.1 Monitoring attendance  

The school will:  

 
 Provide regular attendance reports to appropriate staff to facilitate discussions with 

children  

 

 Monitor weekly patterns of attendance and deliver targeted support to children  and 

families 

 

 Monitor attendance and absence data half-termly, termly and yearly across the school 

and at an individual child  level 

 Identify whether or not there are particular groups of children whose absences may be a 

cause for concern 

 Child -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 Body.  

12.2 Analysing attendance 

The school will:  

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

and trends  

 

 Analyse attendance and absence data regularly to identify children  or cohorts that need 

additional support with their attendance, and use this analysis to provide targeted 

support to these children  and their families 

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

strategies to address these patterns   

 Benchmark data against local, regional and national levels to identify areas for 

improvement 

 

 Use data analysis to devise specific strategies to address poor attendance 

 

 Monitor the impact of these strategies  

 

 Tailor approach to your context, for example, focusing your analysis on the needs of 

particular child  cohorts 

 

12.3 Using data to improve attendance 

The school will:  

 Provide regular attendance reports to class teachers, Phase Leaders  and other school 

leaders, to facilitate discussions with children and families 
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 Use data to monitor and evaluate the impact of any interventions put in place in order to 

modify them and inform future strategies 

 

 

12.4 Reducing persistent and severe absence 

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

where a child 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 children  who the school (and/or local 

authority) considers to be vulnerable, or are persistently or severely absent, to discuss 

attendance and engagement at school 

 Monitor in between meetings with parents to identify improvements in attendance or 

otherwise  

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

 

13. Monitoring arrangements  

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

minimum annually by the Attendance Lead and Head Teacher.  At every review, the policy 

will be approved by the Full Governing Body.  

14. Links with other policies  

This policy links to the following policies: 

 Child Protection and Safeguarding Policy 

 Positive Relationship Policy 

 GDPR Policy  

 Rights Respecting Schools 

 Visible Learning Strategies  
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Appendix 1: Attendance codes  

The following codes are taken from the DfE’s guidance on school attendance. 

Code Definition Scenario 

/ Present (am) Child  is present at morning registration 

\ Present (pm) Child  is present at afternoon registration 

L Late arrival 
Child  arrives late before register has 

closed 

B Off-site educational activity 

Child  is at a supervised off-site 

educational activity approved by the 

school 

D Dual registered 
Child  is attending a session at another 

setting where they are also registered 

J Interview 

Child  has an interview with a 

prospective employer/educational 

establishment 

P Sporting activity 
Child  is participating in a supervised 

sporting activity approved by the school 

V Educational trip or visit 
Child  is on an educational visit/trip 

organised, or approved, by the school 

W Work experience 
Child  is on a work experience 

placement 
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Code Definition Scenario 

Authorised absence 

C 
Authorised leave of 

absence 

Child  has been granted a leave of absence 

due to exceptional circumstances 

E Excluded 
Child  has been excluded but no alternative 

provision has been made 

H Authorised holiday 
Child  has been allowed to go on holiday 

due to exceptional circumstances 

I Illness 
School has been notified that a child  will be 

absent due to illness 

M 
Medical/dental 

appointment 
Child  is at a medical or dental appointment 

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

observance 

S Study leave 
Year 11 child  is on study leave during their  

public examinations 

T 
Gypsy, Roma and traveller 

absence 

Child  from a traveller community is 

travelling, as agreed with the school 

Unauthorised absence 

G Unauthorised holiday 
Child  is on a holiday that was not approved 

by the school 

N Reason not provided 
Child  is absent for an unknown reason (this 

code should be amended when the reason 

emerges, or replaced with code O if no 
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reason for absence has been provided after 

a reasonable amount of time) 

O Unauthorised absence 
School is not satisfied with reason for child 's 

absence 

U Arrival after registration 
Child  arrived at school after the register 

closed 

 

 

Code Definition Scenario 

X Not required to be in school 
Child  of non-compulsory school age is 

not required to attend 

Y 
Unable to attend due to 

exceptional circumstances 

School site is closed, there is disruption to 

travel as a result of a local/national 

emergency, or child  is in custody 

Z 
Child  not on admission 

register 

Register set up but child  has not yet 

joined the school 

# Planned school closure 
Whole or partial school closure due to 

half-term/bank holiday/INSET day 
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APPENDIX 2  

ATTENDANCE MONITORING PROCEDURES 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Attendance % Action Led by Time 

Unauthorised 

Holiday Code G 

 

 

 

 

1. Zero tolerance policy 

2. Parents must apply for leave of absence. 

3. Headteacher will respond in writing indicating 

concern and intention to fine (letter G) Letter in file. 

4. On children’s return, referral made to process fixed 

penalty fine. Letter in file,  

5. All penalty notices reported in newsletter.  

BM As 

necessary 

Illness  1. Calls or text messages made to absent children’s 

parents BY 11am daily. 

2. N code followed up during the week. 

3. Persistent absence to be monitored. All below 90 to 

get a letter. 

4.If no improvement refer to EWO 

5. Illness during week before and after school 

holidays will only be authorised with Dr’s certification. 

BM 

ZE 

Daily 

weekly 

100 % termly 1. Certificates awarded termly 

2. Parents letters sent 

3. Photos on Website/newsletter, 

JM 

BM 

ZE 

Termly 

98%  1. Good attendance certificate awarded termly. JM 

BM  

Termly 

92-95% 1.Send letter to parents sharing concern. 

2. Teachers given % attendance weekly in bulletin.  

Any concerns passed to BM 

3. Call home where there unexplained absences 

4. EWO and/or Attendance lead visit home if there is 

ground for concern.   Letter  

BM 

ZE 

Weekly 

90-92% 1. Parents  may be invited to meeting in school with 

EWO and Attendance lead  

2. EWO and Attendance lead to monitor weekly. 

3. Classteacher to report any concerns. 

4. EWO referral. 

  

BM 

EWO 

Weekly 

<90% is persistent 

absence.  

1. Discussion with EWO.  

2. School Attendance panel meeting with parents, 

EWO and Attendance lead  if no improvement ,EWO 

to issue Notification of parental responsibility . 

3. Proceed to magistrate’s court if no significant 

improvement.   

BM 

EWO 

 

Weekly 

Lateness 1. Any child with two or more lates after registers 

close may receive a letter home. 

2. Meeting with Attendance lead. 

BM 

KHL 

ZE 

Daily 
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APPENDIX 3  

School Procedures  

 

 
 

 
 

 


