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A Framework for a Whole-School AƩendance Policy 

 

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

 Philosophy 
 Principles 
 Procedures 
 Performance   
 PracƟce  

 
LegislaƟon and guidance  

This policy is based on the Department for EducaƟon’s (DfE’s) statutory guidance on working 
together to improve school aƩendance (August 2024) and school aƩendance parental responsibility 
measures. The guidance is based on the following pieces of legislaƟon, which set out the legal 
powers and duƟes that govern school aƩendance:  

 Part 6 of the EducaƟon Act 1996  
 Part 3 of the EducaƟon Act 2002  
 Part 7 of the EducaƟon and InspecƟons Act 2006  
 The School AƩendance (Pupil RegistraƟon) (England) RegulaƟons 2024  
 The EducaƟon (Penalty NoƟces) (England) (Amendment) RegulaƟons 2013 and the 2024 

amendment  
 

It also refers to:  

 School census guidance  
 Keeping Children Safe in EducaƟon  
 Mental health issues affecƟng a pupil's aƩendance: guidance for schools 

Philosophy  

The school aims to work with families to:  

 Listen.  
 Understand. 
 Work out reasons for children not aƩending. 
 Work with families to support and engage with other services if needed for support. 



 Work out a plan so to improve aƩendance and resolve concerns 

Haughton School is commiƩed to providing a full and efficient educaƟonal experience to all children. 
We believe that, if children are to benefit from educaƟon, punctuality and good aƩendance is crucial. 
As a school, we will organise and do all we can to ensure maximum aƩendance for all children. Any 
problems that impede punctuality and regular aƩendance will be idenƟfied and addressed as 
speedily as possible.  

It is the policy of our school to celebrate achievement. AƩendance is a criƟcal factor to a producƟve 
and successful school career. Our school will acƟvely promote and encourage 100 per cent 
aƩendance for all our children.   

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

If there are problems which effects a child’s aƩendance we will invesƟgate, idenƟfy 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 
aƩendance.  

At Haughton school we believe that improving aƩendance 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 aƩendance, August 2024).  

Regular aƩendance is a pre-requisite to a good educaƟon 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 aƩend school the value of the educaƟon provided is 
diminished.  

 

Principles  

The school will:  

 Ensure that all staff are aware of the registraƟon procedures and receive informaƟon/  
training on registraƟon regulaƟons and educaƟon law.  

 Stress to parents/carers the importance of contacƟng school early on the first day of 
absence.  

 Reward good and improved aƩendance of all children. 
 Promote posiƟve staff aƫtudes and welcome children back from any period of absence 

posiƟvely and promote the importance of aƩendance.  
 Consult with all members of the school community and the AƩendance Support Team in 

developing and maintaining the whole-school aƩendance policy. 
 Ensure regular evaluaƟon of aƩendance procedures by senior leaders and the school 

governors.  
 Update the school website with any aƩendance 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 

disrupƟng the learning of other class members. Remote learning opportuniƟes can be 
considered if necessary.  



 Take responsibility for Children not Receiving EducaƟon (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-Ɵme educaƟon. 

 Monitor and regularly review those children subject to a modified Ɵmetable, ensuring it 
is a short-term intervenƟon and have a clear plan for reintegraƟon back into full-Ɵme 
aƩendance at school,  

 Work closely with the EducaƟonal Welfare Officer (EWO), to support children and 
parents/carers in accessing full-Ɵme educaƟon. There are regular meeƟngs scheduled 
between the Head Teacher and EWO to discuss cases and implement acƟons.  

 Haughton School will have regard to the statutory guidance ‘Keeping Children Safe in 
EducaƟon’ 2025 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, parƟcularly on repeat occasions.  

 Where reasonably pracƟcable, 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.  

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

Roles and responsibiliƟes  

The Headteacher / AƩendance Lead 

 Form posiƟve relaƟonships with children and parents/carers. 
 AcƟvely promote the importance and value of good aƩendance to children and their 

parents/carers. 
 Ensure there is a whole-school approach which reinforces good school aƩendance. 
 Ensuring implementaƟon and monitoring of the aƩendance policy at Haughton School.  
 Promote and reward good aƩendance with children at all appropriate opportuniƟes.  
 Monitoring school absence data and reporƟng it to the governing board.  
 SupporƟng staff with monitoring the aƩendance of individual children.  
 Respond to requests for leave in term Ɵme.  
 SupporƟng the issuing of fixed-penalty noƟces, where necessary. 
 Ensure that the curriculum offer meets the needs of the children and is aspiraƟonal and 

engaging to encourage children to aƩend school.  
 Develop a mulƟ - agency response to improve aƩendance and support children and their 

families.  
 
 
 
 



The school’s EducaƟon Welfare Officer (EWO)  
 

 AŌer discussion / aƩendance monitoring with the Head Teacher to contact parent/carers 
regarding the absence of their child. 

 Work with the Head Teacher and AƩendance officer to monitor aƩendance data across. 
the school and at an individual child level.  

 Work with Haughton School to tackle persistent absence.  
 AƩend meeƟngs with parents/carers to discuss aƩendance issues. 
 Advise the Headteacher when to issue fixed-penalty noƟces.  
 Work with other agencies to improve aƩendance and support children and their families. 

 
AƩendance 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 aƩendance data is accurately recorded. 
 To send a daily overview of the absence of the children to the Head Teacher to ensure 

proacƟve measures can be implemented. 
 To produce aƩendance reports as required. 
 To Liaise with the EWO.  

 

All Staff  

 AcƟvely promote the importance and value of good aƩendance to the children and their 
parents/carers.  

 Form posiƟve relaƟonships with children and parents/carers.  
 Ensure that all children are registered accurately, and Ɵmely.  
 Promote and reward good aƩendance with children at all appropriate opportuniƟes.  
 Communicate any concerns or underlying problems that may account for a child’s 

absence to enable a proacƟve and supporƟve approach.  
 Work with other agencies to improve aƩendance and support children and their families.  
 Provide lessons that meet the needs of the children, that are aspiraƟonal and engaging, 

to encourage children to aƩend school.  
 

ResponsibiliƟes of parents/carers  

Ensuring a child’s regular aƩendance 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 aŌer. 
 Support the school with their child in aiming for high aƩendance 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 excepƟonal circumstances. 
 Talk to their child about school and what goes on there. Take a posiƟve interest in their 

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

aƩendance.  
 To work with the school, or EWO to resolve/alleviate any aƩendance problems. 
 To aƩend meeƟngs as required in relaƟon to their child’s aƩendance.  

 



We ask our children to: 

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

 

Recording aƩendance  

AƩendance register  

We will keep an electronic aƩendance register and place all children onto this register. We will take 
our aƩendance register at the start of each school day and once during the aŌernoon.  

It will mark, using the appropriate naƟonal aƩendance and absence codes from the School 
AƩendance (Pupil RegistraƟon) (England) RegulaƟons 2024, whether every pupil is:  

 Present  
 AƩending an approved off-site educaƟonal acƟvity  
 Absent  
 Unable to aƩend due to excepƟonal circumstances  

Any amendment to the aƩendance 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 posiƟon of the person who made the amendment  

See Appendix 3 for the DfE aƩendance codes.  

We will also record:  

 For children of compulsory school age, whether the absence is authorised or not.  
 The nature of the acƟvity, where a child is aƩending an approved educaƟonal acƟvity  
 The nature of circumstances, where a child is unable to aƩend due to excepƟonal 

circumstances  

We will keep every entry on the aƩendance register unƟl the children leave the school.  

The register for the first session will be taken at 9.00am will be kept open unƟl 9.30am.  

The register for the second session will be taken at 1.00pm and will be kept open unƟl 1.15pm. The 
school day starts at 8.45am and finishes at 3.00pm.  

 

Unplanned absence  

The Child’s parent/carer must noƟfy the school of the reason for the absence on the first day of an 
unplanned absence at the latest by start of school day (9.00am) or as soon as pracƟcally possible by 
calling the school office or emailing school. Parents and carers are asked to do this at the earliest 
possible Ɵme e.g. the previous evening if known.  

We will mark absence due to illness as authorised unless the school has a genuine concern about the 
authenƟcity of the illness. If the authenƟcity of the illness is in doubt or for a prolonged period e.g. 
over 5 days the school may ask the child’s parent/carer to provide medical evidence, such as a 
doctor’s note, prescripƟon, appointment card or other appropriate form of evidence. We will not ask 
for medical evidence unnecessarily.  



If the school is not saƟsfied about the authenƟcity of the illness, the absence will be recorded as 
unauthorised.  

Planned absence  

AƩending a medical or dental appointment will be counted as authorised as long as the child’s parent 
/ carer noƟfies the school in advance of the appointment.  

Parents/carers should complete an absence request slip and should aƩach a copy of appointment 
leƩer to the request. These can be obtained through the home-school diary or can be collected 
directly from the admin office.  

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 Ɵme necessary. We do understand the complexiƟes for some children in relaƟon to their 
individual needs and will look at requests on an individual basis. The child’s parent/carer must also 
apply for other types of term-Ɵme absence as far in advance as possible of the requested absence.  

Lateness and punctuality  

A child who arrives late:  

 Before the register has closed will be marked as late, using the L code  
 AŌer the register has closed will be marked as absent, using the U code – unauthorised 

absence  
 The School’s AƩendance Officer follows up on persistent paƩerns with the aim of idenƟfying 

the reasons, working with families to support where possible and agreeing plan and 
expectaƟons for improvement going forward. The informaƟon is also reviewed with the LA 
AƩendance Support Officer to support and monitor improvement.  
 

The school understands the individual needs of the children and will work with parents/carers to 
offer support when a child is consistently late into school. 

 

Following up unexplained absence  

When a child who is expected to aƩend school does not aƩend, or stops aƩending without reason, 
the school will:  

 Call the child’s parents/carers on the morning of the first day of unexplained absence to 
ascertain the reason. If the school cannot reach parents/carers then emergency contacts will 
be called.  

 IdenƟfy whether the absence is approved or not IdenƟfy the correct aƩendance code to use 
and input it as soon as the reason for absence is ascertained – this will be no later than 5 
working days aŌer the session(s) for which the child was absent  

 Call the parent / carer on each day that the absence conƟnues without explanaƟon, to make 
sure proper safeguarding acƟon is taken where necessary.  

 The school may request the LA EducaƟon Officer visits on first day of absence or within a 
number of days that a family cannot be contacted to visit home or school staff may complete 
a visit. This is about the well-being and safety of the family and children.  

 The school may liaise with other professionals linked with a family such as Social Care. The 
police could be called if there are concerns about the child or family’s welfare.  

 Where appropriate, offer support to the child and/or their parents / carers to improve 
aƩendance  



 IdenƟfy whether the child needs support from wider partners, as quickly as possible, and 
make the necessary referrals. 
 

ReporƟng to parents  

The school will regularly inform parents about their child’s aƩendance and absence levels. This is 
done for all children through annual review process or more regularly if aƩendance paƩerns need to 
be explored and to support families.  

We understand as a school that there any many sensiƟve situaƟons related to the children’s 
aƩendance paƩerns e.g. linked to complex health issues. The processes are to support the maximum 
aƩendance possible based on individuals. 

 

Authorised and unauthorised absence  

Approval for term-Ɵme absence  

The headteacher will only grant a leave of absence to a child during term Ɵme if they consider there 
to be 'excepƟonal circumstances'. A leave of absence is granted at the headteacher’s discreƟon, 
including the length of Ɵme the child is authorised to be absent for.  

The school considers each applicaƟon for term-Ɵme absence individually, taking into account the 
specific facts, circumstances and relevant context behind the request. Any request should be 
submiƩed as soon as it is anƟcipated and, where possible, at least a term before the absence, and in 
accordance with any leave of absence request form, accessible via the school website or school 
office. The headteacher may require evidence to support any request for leave of absence. Parents 
and carers are advised that permission may not be granted. 

Term Ɵme holiday requests are unlikely to be agreed unless under excepƟonal individual 
circumstances.  

The headteacher will only grant a leave of absence to a child during term Ɵme if the request meets 
the specific circumstances set out in the 2024 school aƩendance regulaƟons. These circumstances 
are:  

 Taking part in a regulated performance, or regulated employment abroad  
 AƩending an interview  
 Study leave  
 A temporary, Ɵme-limited part-Ɵme Ɵmetable  
 ExcepƟonal circumstances 

Other valid reasons for authorised absence include (but are not limited to):  

 Illness (including mental-health illness) and medical/dental appointments  
 Religious observance – where the day is exclusively set apart for religious observance by the 

religious body to which the child’s parent(s) / carer (s) belong(s).  
 If necessary, the school will seek advice from the parent’s  / carers religious body to confirm 

whether the day is set apart  
 Parent(s) / Carer(s) travelling for occupaƟonal purposes – this covers Roma, English and 

Welsh gypsies, Irish and Scoƫsh travellers, showmen (fairground people) and circus people, 
bargees (occupaƟonal boat dwellers) and new travellers. Absence may be authorised only 
when a traveller family is known to be travelling for occupaƟonal purposes and has agreed 
this with the school, but it is not known whether the child is aƩending educaƟonal provision 



 If the child is currently suspended or excluded from school (and no alternaƟve provision has 
been made 

Other reasons the school may allow a child to be absent from the school site, which are not 
classified as absences, include (but are not limited to):  

 AƩending an offsite approved educaƟonal acƟvity, sporƟng acƟvity or visit or trip 
arranged by the school  

 AƩending provision arranged by the local authority  
 AƩending work experience  
 If there is any other unavoidable cause for the child not to aƩend school, such as 

disrupƟon to travel caused by an emergency, a lack of access arrangements, or because 
the school premises are closed 
 

SancƟons 

 As outlined in this policy, the school will work with parents/carers to ensure that all possible support 
and acƟons have been put in place to support a child to aƩend school and sancƟons will be a last 
resort.  

Our school may make use of the full range of potenƟal sancƟons – including, but not limited to, 
those listed below – to tackle poor aƩendance. Decisions will be made on an individual, case-by case 
basis.  

Penalty noƟces  

The local authority can fine parents / carers for the unauthorised absence of their child from school, 
where the child is of compulsory school age, by issuing a penalty noƟce. 

 If the Local Authority issues a penalty noƟce referral, it will check with the school before doing so 
and send a copy of any penalty noƟce issued.  

Before issuing a penalty noƟce, the Local Authority/School will consider the individual case, 
including:  

 Whether the naƟonal threshold for considering a penalty noƟce has been met (10 sessions 
of unauthorised absence in a rolling period of 10 school weeks)  

 Whether a penalty noƟce is the best available tool to improve aƩendance for that child. 
 Whether further support, a noƟce to improve or another legal intervenƟon would be a more 

appropriate soluƟon  
 Whether any obligaƟons that the school has under the Equality Act 2010 make issuing a 

penalty noƟce inappropriate  

Each parent/carer who is liable for the child’s offence(s) can be issued with a penalty noƟce, 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 noƟce. If the 
payment has not been made aŌer 28 days, the local authority can decide whether to prosecute or 
withdraw the noƟce.  

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

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



A third penalty noƟce cannot be issued to the same parent/carer in respect of the same child within 
3 years of the date of the issue of the first penalty noƟce. In a case where the naƟonal threshold is 
met for a third Ɵme within those 3 years, alternaƟve acƟon will be taken instead. A penalty noƟce 
may also be issued where parents / cares allow their child to be present in a public place during 
school hours without reasonable jusƟficaƟon, during the first 5 days of a suspension or exclusion 
(where the school has noƟfied the parents/carers that the child must not be present in a public place 
on that day). These penalty noƟces are not included in the NaƟonal Framework, not subject to the 
same consideraƟons about support being provided, and do not count towards the limit as part of the 
escalaƟon process.  

In these cases, the parent must pay £60 within 21 days, or £120. 

 

NoƟces to improve  

If the naƟonal threshold has been met and support is appropriate, but parents do not engage with 
offers of support, the school may offer a noƟce to improve to give parents / carers a final chance to 
engage with support. NoƟces 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 child aƩends school 

They will include:  

 Details of the child’s aƩendance record and of the offences  
 The benefits of regular aƩendance and the duty of parents under secƟon 7 of the EducaƟon 

Act 1996  
 Details of the support provided so far  
 OpportuniƟes for further support, or to access previously provided support that was not 

engaged with  
 A clear warning that a penalty noƟce may be issued if aƩendance doesn’t improve within the 

improvement period, along with details of what sufficient improvement looks like, which will 
be decided on a case-by-case basis  

 A clear Ɵmeframe of between 3 and 6 weeks for the improvement period  
 The grounds on which a penalty noƟce may be issued before the end of the improvement 

period. 

 

Strategies for promoƟng aƩendance  

The school will work with families in a range of ways to promote aƩendance. The school aim is to:  

 Build posiƟve relaƟonships where families can talk to school about any issues that are 
impacƟng on aƩendance so that a plan can be put in place to resolve.  

 Work with families/LA to ensure that the provision in the EHCP or other meets medical 
needs to enable the child to aƩend.  

 Work with families to refer and support engagement with other professionals who may be 
able to support aƩendance of the children  

 Complete acƟon plans with families on acƟons that school, other agencies or families 
commit to enable aƩendance to improve - provide advice and support for individual children 
e.g. visual schedules, social stores to support transiƟon.  

 Work with families and transport providers to support strategies to assist wellbeing and 
posiƟve engagement on journeys and transiƟons.  

 Provide individual rewards or charts if this is appropriate for a strategy for an individual 
child.  



 Adopt a personalised approach for each child to promote their aƩendance e.g. a favoured 
acƟvity to support a child in transiƟon for the start of a day. 

 

AƩendance monitoring  

AƩendance is monitored:  

 Daily to ensure that reasons are known and any acƟons linked to well-being and safety are 
taken in a Ɵmely and supporƟve way and linked to individual needs of the children.  

 PaƩerns of aƩendance for individual or groups over half term, termly and beyond for any 
paƩerns or persistent absence and the reasons and context. This involves meeƟngs with 
relevant staff  

Child level absence data will be collected each term and published at a collated naƟonal and local 
authority level through the DfE's school absence naƟonal staƟsƟcs releases. The underlying school 
level absence data is published alongside the naƟonal staƟsƟcs. The school will compare aƩendance 
data to the naƟonal average and share this with the governing board.  

Specific child informaƟon will be shared with the DfE on request.  

 

Analysing aƩendance  

The school will:  

 Analyse aƩendance and absence data regularly to idenƟfy children or cohorts that need 
addiƟonal support with their aƩendance, and use this analysis to provide targeted support to 
these children and their families  

 IdenƟfy children whose absences may be a cause for concern, especially those who 
demonstrate paƩerns of persistent or severe absence  

 Look at historic and emerging paƩerns of aƩendance and absence, and then develop 
strategies to address these paƩerns 

 

Using data to improve aƩendance  

The school will:  

 Provide regular aƩendance reports to school leaders, Governing Body and LA EducaƟon 
Officers and other linked professionals e.g.linked Social Worker, to facilitate discussions with 
children and families.  

 Use data to monitor and evaluate the impact of any intervenƟons put in place in order to 
modify them and inform future strategies   

 Compare to naƟonal and local special school aƩendance data (this is taking into account the 
individual needs of the children within the seƫng)  

 Provide targeted support to the children it has idenƟfied whose absences may be a cause for 
concern, especially those who demonstrate paƩerns of persistent or severed absence, and 
their families  

 

 

 



Reducing persistent and severe absence 

Persistent absence is where a pupil misses 10% or more of school, and severe absence is where a 
pupil misses 50% or more of school. Reducing persistent and severe absence is central to the school’s 
strategy for improving aƩendance.  

The school will:  

 Use aƩendance data to find paƩerns and trends of persistent and severe absence  
 Consider potenƟal safeguarding issues and, where suspected or present and address them in 

line with Keeping Children Safe in EducaƟon  
 Hold regular meeƟngs with the parents / carers of children who the school (and/or local 

authority) considers to be vulnerable, or are persistently or severely absent, to discuss 
aƩendance and engagement at school and this will be based on the known individual context 
of pupils in school. AƩendance may also be discussed at meeƟngs that may take place with a 
family such as CIN with Social Care 

 Provide access to wider support services to remove the barriers to aƩendance, in 
conjuncƟon with the local authority, where relevant.  

 Implement sancƟons, where necessary 

 

Performance to improve school aƩendance 

It is important to set realisƟc targets for both aƩendance 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, AƩendance and School OrganisaƟon by the end of the Autumn term.  

In compiling an AcƟon Plan, the school will review all intervenƟons and evaluate the progress.   

When evaluaƟng success, the school will consider whether or not:  

 AƩendance has improved. 
 Persistent and/or severe absence has reduced.  
 Punctuality has improved.  
 Parental/carer response to absences have improved.  
 Re-integraƟon plans, where implemented, have been successful. 
 School has been successful in raising the profile of aƩendance both within the school, the 

Governing Board and the local community. 
 Children are aware of the importance of punctuality and regular aƩendance and the 

aƩendance procedures operaƟng within school.  
 AƩendance has been included as topics in school assemblies, Personal and Social EducaƟon 

(PHSE) lessons.  
 SupporƟng aƩendance of children with complex mecical needs 

 

PracƟce  

The school will recognise the importance of good pracƟce by:  

 AppoinƟng a Governor to oversee aƩendance within Haughton School. 
 AppoinƟng a senior leader responsible for the strategic approach to aƩendance in school 

and providing the name and contact details of this person.  
 Providing a known contact person (number) for reporƟng of absence on a day-to-day basis  
 Aiming to keep and maintain a minimum of two emergency contacts for each child. 



 Working collaboraƟvely with other schools, the LA and other partners to help remove the 
barriers to aƩendance that families experience, especially for those families with mulƟple 
children who aƩend different schools.  

 Keeping and maintaining registers accurately. 
 Maintaining a consistent approach to marking registers.  
 Producing half-termly, termly, and full year analysis of aƩendance data reports.  
 ReporƟng aƩendance and absence data termly to Governors.  
 Regularly (weekly) monitoring and analysing aƩendance paƩerns of all children and cohorts 

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

 Ensuring prompt follow-up acƟon in cases of non-school aƩendance.  
 School staff liaising closely with the school’s AƩendance 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 Ɵmetable with a view to returning the child to 

full-Ɵme aƩendance as soon as possible. 
 Making a referral to the AST (the AƩendance Support Team) for intervenƟon using the 

appropriate electronic ASTR forms. 
 

Links to other policies. 

This aƩendance policy should be read in conjuncƟon with the following policies:  
Keeping Children Safe in EducaƟon 2024 
Child ProtecƟon and Safeguarding Policy  
Accessibility Policy  
SupporƟng Pupils with Medical CondiƟons Policy  
Admissions Policy  
Behaviour Policy  
Curriculum Policy   
Mental Health and Wellbeing Policy  
Teaching and Learning Policy  
 

  



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 vaccinaƟon 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 aƩendance (taken from ‘Working together to improve 
aƩendance’ guidance page 8) 

Successfully treaƟng the root causes of absence and removing barriers to aƩendance at home, in 
school or more broadly, requires schools and local partners to work collaboraƟvely with, not against 
families. All partners should work together to: 

 

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

 

 

MONITOR 
Rigorously use aƩendance data to idenƟfy paƩerns of poor aƩendance (at individual and cohort 
level) as soon as possible so all parƟes can work together to resolve them before they become 
entrenched. 

 

 

LISTEN AND UNDERSTAND 
When a paƩern is spoƩed, discuss with children (where appropriate) and parents/carers to listen 
to understand barriers to aƩendance 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 parenƟng contract or educaƟon supervision order. 

 

 

ENFORCE 
Where all other avenues have been exhausted and support is not working or not being engaged 
with, enforce aƩendance through statutory intervenƟon or prosecuƟon to protect the child’s right 
to an educaƟon 



Appendix 3 

AƩendance Codes 

Code / \: Present at the school / = morning session \ = aŌernoon session 

Code B: AƩending any other approved educaƟonal acƟvity 

Code C: Leave of absence for excepƟonal circumstance 

Code C1: Leave of absence for the purpose of parƟcipaƟng in a regulated performance or 
undertaking regulated employment abroad 

Code C2: Leave of absence for a compulsory school age pupil subject to a part-Ɵme Ɵmetable 

Code D: Dual registered at another school 

Code E: Suspended or permanently excluded 

Code G: Holiday not granted by the school 

Code I: Illness (not medical or dental appointment 

Code J1: Leave of absence for the purpose of aƩending an interview for employment or for 
admission to another educaƟonal insƟtuƟon 

Code K: AƩending educaƟon provision arranged by the local authority 

Code L: Late arrival before the register is closed 

Code M: Leave of absence for the purpose of aƩending a medical or dental appointment 

Code N: Reason for absence not yet established 

Code O: Absent in other or unknown circumstances 

Code P: ParƟcipaƟng in a sporƟng acƟvity 

Code Q: Unable to aƩend the school because of a lack of access arrangements 

Code R: Religious observance 

Code S: Leave of absence for the purpose of studying for a public examinaƟon 

Code T: Parent travelling for occupaƟonal purposes 

Code U: Arrived in school aŌer registraƟon closed 

Code V: AƩending an educaƟonal visit or trip 

Code W: AƩending work experience 

Code X: Non-compulsory school age pupil not required to aƩend school 

Code Y1: Unable to aƩend due to transport normally provided not being available 

Code Y2: Unable to aƩend due to widespread disrupƟon to travel 

Code Y3: Unable to aƩend due to part of the school premises being closed 

Code Y4: Unable to aƩend due to the whole school site being unexpectedly closed 

Code Y5: Unable to aƩend as pupil is in criminal jusƟce detenƟon 

 



Appendix 4 

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

 

AƩendance 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 
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