
 

 

Meeting Individual Needs 
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A Framework for a Whole-School A endance Policy 

 

The framework for a whole-school a endance policy is based on the 5 ‘Ps’   

 Philosophy 
 Principles 
 Procedures 
 Performance   
 Prac ce  

 
The legal framework governing a endance is set by the Educa on Acts and their associated 
regula ons.  

Sec on 7 of the Educa on Act 1996 states that:- The parent of every child of compulsory school age 
shall cause him/her to receive efficient, full me educa on suitable to his/her age, ap tude and 
ability and to any special educa onal needs he/she may have either by regular a endance at school 
or otherwise.  

Sec on 444 further states that: - “The parent of a child of compulsory school age registered at school 
and failing to a end regularly is guilty of an offence punishable in law.”  

An offence is NOT commi ed if it can be demonstrated that:-  
 The pupil was absent with leave (authorised absence). 
 The pupil was ill or prevented from a ending by unavoidable cause, (please see 

appendix 1 for advice on exclusion periods).  
 The absence occurred on a day set aside for religious observance by the religious body to 

which the child/parents belong.  
 The school is not within the prescribed walking distance of the child’s home and no 

suitable transport arrangements have been made by the LA. ‘Walking distance’ is defined 
as two miles for children under eight and three miles for all other children / young 
people. Telford & Wrekin Council have, however, chosen to define these distances as two 
miles for infant, junior and primary children and three miles for other young people. 
Distances will be measured by shortest available walking route. 

 A limited defence is available to the parents/carers of travelling children.  
 

The Act also places a legal obliga on on:-  
 The LA to provide support to enforce regular school a endance with legal interven on 

rela ng to non-a endance offences  



 Schools to register a endance and no fy the Nominated A endance Person within 
school of a child who is absent from school without authorisa on for 10 or more days. 
The LA must be no fied of any episodes of absence of 10 days or more under the ‘Child 
Missing Educa on/Children Not Receiving Educa on/Children out of School 
(CME/CNRE/COOS)’ protocol.   

 The Headteacher and the Governing Board are to ensure that two school registers are 
kept, one for a endance and one for admissions (under the Pupil Regula ons Educa on 
(Pupil Registra on)(England) Regula ons 2006).  

 

Philosophy  

The school aims to work with families to:  

 Listen.  
 Understand. 
 Work out reasons for children not a ending. 
 Work with families to support and engage with other services if needed for support. 
 Work out a plan so to improve a endance and resolve concerns 

Haughton School is commi ed to providing a full and efficient educa onal experience to all children. 
We believe that, if children are to benefit from educa on, punctuality and good a endance is crucial. 
As a school, we will organise and do all we can to ensure maximum a endance for all children. Any 
problems that impede punctuality and regular a endance will be iden fied and addressed as 
speedily as possible.  

It is the policy of our school to celebrate achievement. A endance is a cri cal factor to a produc ve 
and successful school career. Our school will ac vely promote and encourage 100 per cent 
a endance for all our children.   

Our school will give a high priority to conveying to parents/carers and children the importance of 
regular and punctual a endance. We recognise that parents/carers have a vital role to play and there 
is a need to establish strong home-school links and communica on systems that can be u lised 
whenever there is concern about a endance and punctuality.  

If there are problems which affect a child’s a endance we will inves gate, iden fy and strive in 
partnership with parents/carers and children to resolve these problems as quickly and efficiently as 
possible. We will adopt a clearly focused approach aimed at always returning the child to full 
a endance.  

At Haughton school we believe that improving a endance is everyone’s responsibility all school staff, 
the Governing Board, the local authority, parents/carers, other local partners. (see Appendix 2 – DfE, 
Working together to improve a endance, September 2022).  

Regular a endance is a pre-requisite to a good educa on and securing it is therefore a high priority 
for Haughton School, as well as the governing board. It is also vital that it is a high priority for 
parents/carers and children. By failing to a end school the value of the educa on provided is 
diminished.  

 

Principles  

The school will:  

 Ensure that all staff are aware of the registra on procedures and receive informa on/  
training on registra on regula ons and educa on law.  



 Stress to parents/carers the importance of contac ng school early on the first day of 
absence.  

 Reward good and improved a endance of all children. 
 Promote posi ve staff a tudes and welcome children back from any period of absence 

posi vely and promote the importance of a endance.  
 Consult with all members of the school community and the A endance Support Team in 

developing and maintaining the whole-school a endance policy. 
 Ensure regular evalua on of a endance procedures by senior leaders and the school 

governors.  
 Update the school website with any a endance related issues.  
 Work towards ensuring that all children feel supported and valued. We will send a clear 

message to parents/carers that if a child is absent, she/he will be missed. 
 Have in place procedures which allow the child to catch up on missed work without 

disrup ng the learning of other class members. Remote learning opportuni es can be 
considered if necessary.  

 Take responsibility for Children not Receiving Educa on (CNRE), so that Haughton School 
is in regular contact with the child and parent/carer, ensuring the child’s safety, working 
together so that the child can resume full- me educa on. 

 Monitor and regularly review those children subject to a modified metable, ensuring it 
is a short-term interven on and have a clear plan for reintegra on back into full- me 
a endance at school,  

 Work closely with the Educa onal Welfare Officer (EWO), to support children and 
parents/carers in accessing full- me educa on. There are regular mee ngs scheduled 
between the Head Teacher and EWO to discuss cases and implement ac ons.  

 Haughton School will have regard to the statutory guidance ‘Keeping Children Safe in 
Educa on’ 2023 when making arrangements to safeguard and promote the welfare of 
children. Haughton School will put in place appropriate safeguarding responses for 
children who go missing from school, par cularly on repeat occasions.  

 Where reasonably prac cable, every child on roll at Haughton School will have an 
emergency contact number for more than one person. Emergency contact numbers 
should be provided and updated by the parent/carer with whom the child normally 
resides. 

 

Procedures  

Types of Absence:  
Where children of compulsory school age are recorded as absent, the register must show whether 
the absence is authorised or unauthorised. Only the school, not parents/carers, can authorise 
absence. For a full list of absence codes please see appendix 3.  

 Authorised: where the school approves the child’s absence.  
 Unauthorised: where the school will not approve the child’s absence.  

 
Absence Procedure:  

It is the duty of parents/carers to ensure that their child of compulsory school age a ends regularly 
at the school where the child is a registered.  

 If a child is ill, or it is known they will be absent then the parent/carer is to call school on 
01952 387540 before 8.45am, sta ng the reason why their child is absent and when the 
child is to be expected back in school.  



 Parents/carers should contact the school on the first and each subsequent day of 
absence, unless a definite date of return is known. 

 When your child has been absent for a medical appointment, the school must receive 
medical evidence for the absence to be approved.  

 Parents/carers are expected to book rou ne dental, doctors or op cians’ appointments 
outside school hours where possible.  

 Late Arrival (L): Morning Registra on ends at 9.30 am. Pupils arriving a er this me will 
be marked as present but arriving late.  

 Lateness a er 09:45am will be unauthorised and persistent lateness may result in a 
mee ng with parents/carers and/or referral to the EWO.  

 For children who are absent from school for a prolonged period, safe and well checks will 
be made weekly. These will consist of video calls or home visits.  

If no contact is received from the parents/carers of an absent child, we will:  

 Follow ‘First day contact’ procedures and contact the parent/carer by telephone. Parents 
will be contacted daily by telephone unless a period of absence is agreed.  

 If an explana on has s ll not been received a er three days of unexplained absence a 
le er or email will be sent to parents.  

 Refer to the school’s nominated a endance person (NAP) or Educa on Welfare Officer 
(EWO), to follow up absence if no response is received a er 5 days of absence we will 
consider a referral to the ‘Children & Family Locality Services’ or contact ‘Family Connect’ 
if no contact can be made with the parent/carer,  

 Where there are safeguarding or similar concerns regarding the child/family addi onal 
services will be contacted immediately if the school is unable to make contact with the 
family. (e.g social care, strengthening families),  

 Invite the parents into school for an ‘A endance Concern Mee ng’ (ACM) a er a 
maximum of 10 days absence, unless other ac on is planned. This mee ng will include a 
senior member of staff, parent/carer, child (if appropriate) and the EWO. The aim of this 
mee ng will be to iden fy and resolve the difficul es which are preven ng the child 
from a ending school. The parents/carers will be made aware of the legal requirements 
regarding school a endance.  

 For children who are not managing in school and who need to follow an adjusted 
learning programme, a modified metable may be implemented under excep onal 
circumstances. This is closely monitored and the child’s me on this metable will be 
increased to normal metable as soon as possible with the involvement of 
parents/carers at every stage.  

 Support the child’s re-integra on where a child is returning to school a er an absence of 
longer than two weeks. In the event of a child returning a er a long-term absence then a 
‘Reintegra on Plan’ will be implemented and will be designed to be as suppor ve of the 
child’s needs as possible.  

 Provide Early Help advice and support to the family, undertaking an Early Help 
Assessment if appropriate and make a referral to Strengthening Families if it is felt the 
family would benefit from addi onal support.  

 Contact Family Connect 01952385385 for further guidance on available support.  

 

 

 

 



In order to ensure the success of this policy every member of the school staff will make a endance a 
priority and convey to the children the importance of their educa on.  

Roles and responsibili es  

The Headteacher / A endance Lead 

 Form posi ve rela onships with children and parents/carers. 
 Ac vely promote the importance and value of good a endance to children and their 

parents/carers. 
 Ensure there is a whole-school approach which reinforces good school a endance. 
 Ensuring implementa on and monitoring of the a endance policy at Haughton School.  
 Promote and reward good a endance with children at all appropriate opportuni es.  
 Monitoring school absence data and repor ng it to the governing board.  
 Suppor ng staff with monitoring the a endance of individual children.  
 Respond to requests for leave in term me.  
 Suppor ng the issuing of fixed-penalty no ces, where necessary. 
 Ensure that the curriculum offer meets the needs of the children and is aspira onal and 

engaging to encourage children to a end school.  
 Develop a mul  - agency response to improve a endance and support children and their 

families.  
 
The school’s Educa on Welfare Officer (EWO)  

 
 A er discussion / a endance monitoring with the Head Teacher to contact parent/carers 

regarding the absence of their child. 
 Work with the Head Teacher and A endance officer to monitor a endance data across. 

the school and at an individual child level.  
 Work with Haughton School to tackle persistent absence.  
 A end mee ngs with parents/carers to discuss a endance issues. 
 Advise the Headteacher when to issue fixed-penalty no ces.  
 Work with other agencies to improve a endance and support children and their families. 

 
A endance Officer – School Office:  

 
 To record contact from parents/carers regarding their child’s absence. 
 To contact parents and carers about any unexplained absence and record it on the school 

system. To ensure that all a endance data is accurately recorded. 
 To send a daily overview of the absence of the children to the Head Teacher to ensure 

proac ve measures can be implemented. 
 To produce a endance reports as required. 
 To Liaise with the EWO.  

 

All Staff  

 Ac vely promote the importance and value of good a endance to the children and their 
parents/carers.  

 Form posi ve rela onships with children and parents/carers.  
 Ensure that all children are registered accurately, and mely.  
 Promote and reward good a endance with children at all appropriate opportuni es.  
 Communicate any concerns or underlying problems that may account for a child’s 

absence to enable a proac ve and suppor ve approach.  



 Work with other agencies to improve a endance and support children and their families.  
 Provide lessons that meet the needs of the children, that are aspira onal and engaging, 

to encourage children to a end school.  
 

Responsibili es of parents/carers  

Ensuring a child’s regular a endance at school is a parent/carer’s legal responsibility. We ask our 
parents/carers to:  

 Inform the school on the first day of absence, and any subsequent days a er. 
 Support the school with their child in aiming for high a endance for each academic year. 
 Avoid taking their child out of school for non-urgent medical or dental appointments. 
 Only request leave of absence if it is for excep onal circumstances. 
 Talk to their child about school and what goes on there. Take a posi ve interest in their 

child’s work and educa onal progress. 
 Inform the school of any change of circumstances that may impact on their child’s 

a endance.  
 To work with the school, or EWO to resolve/alleviate any a endance problems. 
 To a end mee ngs as required in rela on to their child’s a endance.  

 

We ask our children to: 

 Share with us any worries or concerns that they may have.  

 

Leave of Absence in Term Time  

The Government guidelines are very clear and only allow the Headteacher to grant leave of absence 
for excep onal circumstances. Parents/carers do not have a right to take their child out of school for 
a holiday during term me.  

Procedures for leave of absence in term me:  

We request that parents / carers inform the school of their inten on to take their child out of school 
during term me by comple ng a leave of absence in term me request form. These can be obtained 
from the main office.  

The educa on (student registra on) (England) Regula ons 2006, Amendment 2013, Sec on 7, Leave 
of Absence Sec on, states ‘A student may be granted leave of absence from the school to enable 
him/her to go away on holiday where: An applica on has been made in advance to the Headteacher 
by a parent with whom the child normally resides; and the Head teacher considers that leave of 
absence should be granted due to ‘excep onal circumstances’ rela ng to that applica on. Under 
sec on 444(A) of the Educa on Act. 1996, the Local Authority may issue Penalty no ces to parents 
of children with unauthorised absences from school. These are issued per parent, per child. Each 
case will be considered individually and on its own merits. Please see appendix 5 for more 
informa on.  

 

Religious Observance  

Haughton School values the different cultures that make up our school community and recognises 
the importance of promo ng and respec ng the diversity of the community. As a school we treat 
absence as authorised when it is due to religious observance. The day must be exclusively set apart 



for religious observance by the religious body to which the parents/carers belong. Where necessary, 
the school may need to seek advice from the parents’/carers’ religious body about whether it has set 
the day apart for religious observance.  

 

Performance  

It is important to set realis c targets for both a endance and persistent/severe absence; these 
targets will be set during the Autumn term of each academic year. The targets are shared with the 
Group Manager, Admissions, A endance and School Organisa on by the end of the Autumn term.  

In compiling an Ac on Plan, the school will review all interven ons and evaluate the progress. 
A endance targets are included in the School Improvement Plan.  

When evalua ng success, the school will consider whether or not:  

 A endance has improved. 
 Persistent and/or severe absence has reduced.  
 Punctuality has improved.  
 Parental/carer response to absences have improved.  
 Re-integra on plans, where implemented, have been successful. 
 School has been successful in raising the profile of a endance both within the school, the 

Governing Board and the local community. 
 Children are aware of the importance of punctuality and regular a endance and the 

a endance procedures opera ng within school.  
 A endance has been included as topics in school assemblies, Personal and Social Educa on 

(PHSE) lessons.  

 

Prac ce  

The school will recognise the importance of good prac ce by:  

 Appoin ng a Governor to oversee a endance within Haughton School. 
 Appoin ng a senior leader responsible for the strategic approach to a endance in school 

and providing the name and contact details of this person.  
 Providing a known contact person (number) for repor ng of absence on a day-to-day basis  
 Aiming to keep and maintain a minimum of two emergency contacts for each child. 
 Working collabora vely with other schools, the LA and other partners to help remove the 

barriers to a endance that families experience, especially for those families with mul ple 
children who a end different schools.  

 Keeping and maintaining registers accurately. 
 Maintaining a consistent approach to marking registers.  
 Producing half-termly, termly, and full year analysis of a endance data reports.  
 Repor ng a endance and absence data termly to Governors.  
 Regularly (weekly) monitoring and analysing a endance pa erns of all children and cohorts 

but par cularly focusing on those nearing persistent absence thresholds and/or those with 
severe or persistent absence.  

 Ensuring prompt follow-up ac on in cases of non-school a endance.  
 School staff liaising closely with the school’s A endance Team when required. 
 Recording (and retaining) carefully, all telephone messages.  
 Ensuring that a signed copy of any correspondence is retained by the school. 



 Closely monitoring any child on a modified metable with a view to returning the child to 
full- me a endance as soon as possible. 

 Making a referral to the AST (the A endance Support Team) for interven on using the 
appropriate electronic ASTR forms. 

 

Links to other policies. 

This a endance policy should be read in conjunc on with the following policies:  
Keeping Children Safe in Educa on 2023 
Child Protec on and Safeguarding Policy  
Accessibility Policy  
Suppor ng Pupils with Medical Condi ons Policy  
Admissions Policy  
Behaviour Policy  
Curriculum Policy   
Mental Health and Wellbeing Policy  
Teaching and Learning Policy  
 

Relevant Legisla on/ Guidance. 

This policy meets the requirements of the working together to improve school a endance from the 
Department for Educa on (DfE), and refers to the DfE’s statutory guidance on school a endance 
parental responsibility measures. These documents are drawn from the following legisla on se ng 
out the legal powers and du es that govern school a endance: Part 6 of The Educa on Act 1996 Part 
3 of The Educa on Act 2002 Part 7 of The Educa on and Inspec ons Act 2006 The Educa on (Pupil 
Registra on) (England) Regula ons 2006 (and 2010, 2011, 2013, 2016 amendments) The Educa on 
(Penalty No ces) (England) (Amendment) Regula ons 2013 This policy also refers to the DfE’s 
guidance on the school census, which explains the persistent absence threshold 

  



Appendix 1 
Advice on school absence when a child is ill.  

Exclusion table 

This guidance refers to public health exclusions to indicate the time period an individual should not 
attend a setting to reduce the risk of transmission during the infectious stage. This is different to 
‘exclusion’ as used in an educational sense. 

Athlete’s foot None Individuals should not be 
barefoot at their setting (for 
example in changing areas) and 
should not share towels, socks 
or shoes with others. 

Chickenpox At least 5 days from onset of 
rash and until all blisters have 
crusted over. 

Pregnant staff contacts should 
consult with their GP or 
midwife. 

Cold sores (herpes simplex) None Avoid kissing and contact with 
the sores 

Conjunctivitis None If an outbreak or cluster 
occurs, contact your 
local UKHSA health protection 
team 

Respiratory infections 
including coronavirus 
(COVID-19) 

Individuals should not attend if 
they have a high temperature 
and are unwell. 
 
Individuals who have a positive 
test result for COVID-19 should 
not attend the setting for 3 
days after the day of the test. 

Individuals with mild symptoms 
such as runny nose, and 
headache who are otherwise 
well can continue to attend 
their setting. 

Diarrhoea and vomiting Individuals can return 48 hours 
after diarrhoea and vomiting 
have stopped. 

If a particular cause of the 
diarrhoea and vomiting is 
identified, there may be 
additional exclusion advice, for 
example E. coli STEC and hep A. 
 
For more information, 
see Managing outbreaks and 
incidents. 

Diptheria* Exclusion is essential. 
 
Always contact 
your local UKHSA health 
protection team 

Preventable by vaccination. For 
toxigenic Diphtheria, only 
family contacts must be 
excluded until cleared to return 
by your local UKHSA health 
protection team 

Flu (influenza) or influenza 
like illness 

Until recovered Report outbreaks to 
your local UKHSA health 
protection team. 
 
For more information, 
see Managing outbreaks and 
incidents 

Glandular fever None  



Hand foot and mouth None Contact 
your local UKHSA health 
protection team if a large 
number of children are 
affected. Exclusion may be 
considered in some 
circumstances. 

Head lice None  
Hepititis A Exclude until 7 days after onset 

of jaundice (or 7 days after 
symptom onset if no jaundice). 

In an outbreak of hepatitis A, 
your local UKHSA health 
protection team will advise on 
control measures. 

Hepatitis B, C, HIV None Hepatitis B and C and HIV are 
blood borne viruses that are 
not infectious through casual 
contact. 
 
Contact 
your local UKHSA health 
protection team for more 
advice. 

Impetigo Until lesions are crusted or 
healed, or 48 hours after 
starting antibiotic treatment. 

Antibiotic treatment speeds 
healing and reduces the 
infectious period. 

Measles 4 days from onset of rash and 
well enough 

Preventable by vaccination 
with 2 doses of MMR. 
 
Promote MMR for all 
individuals, including staff. 
Pregnant staff contacts should 
seek prompt advice from their 
GP or midwife. 

Meningococcal meningitis* 
or septicaemia* 

Until recovered Meningitis ACWY and B are 
preventable by vaccination. 
 
Your local UKHSA health 
protection team will advise on 
any action needed 

Meningitis* due to other 
bacteria 

Until recovered Hib and pneumococcal 
meningitis are preventable by 
vaccination. 
Your local UKHSA health 
protection team will advise on 
any action needed. 

Meningitis viral None Milder illness than bacterial 
meningitis. Siblings and other 
close contacts of a case need 
not be excluded. 

MRSA None Good hygiene, in particular 
handwashing and 
environmental cleaning, are 
important to minimise spread. 
 



Contact 
your local UKHSA health 
protection team for more 
information. 

Mumps* 5 days after onset of swelling Preventable by vaccination 
with 2 doses of MMR. 
Promote MMR for all 
individuals, including staff. 

Ringworm Not usually required Treatment is needed. 
Rubella* (German measles) 5 days from onset of rash Preventable by vaccina on with 

2 doses of MMR. 
Promote MMR for all 
individuals, including staff. 
Pregnant staff contacts should 
seek prompt advice from their 
GP or midwife. 

Scabies Can return after first treatment Household and close contacts 
require treatment at the same 
time. 

Scarlet fever* Exclude until 24 hours after 
starting antibiotic treatment. 

Individuals who decline 
treatment with antibiotics 
should be excluded until 
resolution of symptoms. In the 
event of 2 or more suspected 
cases, please contact 
your local UKHSA health 
protection team 

Slapped cheek/Fifth 
disease/Parvovirus B19 

None (once rash has 
developed) 

Pregnant contacts of case 
should consult with their GP or 
midwife. 

Threadworms None Treatment recommended for 
child and household. 

Tonsillitis None There are many causes, but 
most cases are due to viruses 
and do not need or respond to 
an antibiotic treatment. 

Tuberculosis* (TB) Until at least 2 weeks after the 
start of effective antibiotic 
treatment (if pulmonary TB. 
 
Exclusion not required for non-
pulmonary or 
latent TB infection. 
 
Always contact 
your local UKHSA health 
protection team before 
disseminating information to 
staff, parents and carers, and 
students. 

Only pulmonary (lung) TB is 
infectious to others, needs 
close, prolonged contact to 
spread. 
 
Your local UKHSA health 
protection team will organise 
any contact tracing. 

Warts and verrucae None Verrucae should be covered in 
swimming pools, gyms and 
changing rooms. 



Whooping cough (pertussis)* 2 days from starting antibiotic 
treatment, or 21 days from 
onset of symptoms if no 
antibiotics 

Preventable by vaccination. 
 
After treatment, non-infectious 
coughing may continue for 
many weeks. 
Your local UKHSA health 
protection team will organise 
any contact tracing. 

 

 

  



Appendix 2 

 

Working together to improve a endance (taken from ‘Working together to improve 
a endance’ guidance page 8) 

Successfully trea ng the root causes of absence and removing barriers to a endance at home, in 
school or more broadly, requires schools and local partners to work collabora vely with, not against 
families. All partners should work together to: 

 

EXPECT 
Aspire to high standards of a endance from all children and parents/carers and build a culture 
where all can, and want to, be in school and ready to learn by priori sing a endance 
improvement across the school. 

 

 

MONITOR 
Rigorously use a endance data to iden fy pa erns of poor a endance (at individual and cohort 
level) as soon as possible so all par es can work together to resolve them before they become 
entrenched. 

 

 

LISTEN AND UNDERSTAND 
When a pa ern is spo ed, discuss with children (where appropriate) and parents/carers to listen 
to understand barriers to a endance and agree how all partners can work together to resolve 
them. 

 

 

FACILITATE SUPPORT 
Remove barriers in school and help children and parents/carers 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 a paren ng contract or educa on supervision order. 

 

 

ENFORCE 
Where all other avenues have been exhausted and support is not working or not being engaged 
with, enforce a endance through statutory interven on or prosecu on to protect the child’s right 
to an educa on 



Appendix 3 

A endance Codes 

 

 

  



Appendix 4 

What does the percentage mean? How many days has my child missed? 

 

A endance during 
one school year 

Equals approximately 
this number of days 
absent 

Which is 
approximately this 
many weeks absent 

Which is 
approximately this 
number of lessons 
missed 

95% 9 2 50 
90% 19 4 100 
85% 29 6 150 
80% 38 8 200 

  



 

 

 

 

 



 

 

 

 

 



 

 


