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Pupil Attendance Policy

1. Aims
We are committed to:
· Setting high expectations for attendance and punctuality
· Reducing persistent and severe absence
· Acting early to identify and support pupils with poor attendance
· Ensuring every pupil receives their full-time educational entitlement
· Working closely with families to improve attendance
· Supporting timely and successful returns from absence

2. Legal Framework
This policy is based on:
· DfE Statutory Guidance on School Attendance (2024)
· Education Acts (1996, 2002, 2006)
· The School Attendance Regulations (England) (2006–2024)
· The Education (Penalty Notices) (Amendment) Regulations 2024

3. Roles and Responsibilities
Headteacher
· Implements the policy and monitors whole-school attendance data.
· Communicates expectations to pupils and families.
· Reports persistent or severe absence to the Local Authority, who decide on enforcement action such as penalty notices.
Attendance Officer
· Leads and monitors attendance strategies and interventions.
· Oversees attendance systems and data tracking.
· Works directly with pupils and families to address barriers.
· Refers persistent absence to the Local Authority / Education Welfare Service.
· Benchmarks trends and supports interventions.
Class Teachers & Office Staff
· Record accurate attendance twice daily (via BromCom from Jan 2025).
· Follow up unexplained absences.
· Log all contact with families.
Parents/Carers
· Ensure their child attends punctually every day.
· Notify the school of absences by 9am.
· Provide at least two emergency contacts.
Pupils
· Attend all sessions punctually.
· Engage with support if attendance becomes a concern.

4. Recording Attendance
· Attendance is taken twice daily: AM (9–11am), PM (12–1pm).
· Registers are kept on paper until Jan 2025, then via BromCom.
· All absences are coded in line with DfE guidance (see Appendix 1).
· Reporting Absence:
Parents must report absence by phone, email, or WhatsApp by 9am. Medical evidence may be required after 5 days.
· Planned Absence:
Must be requested in advance.
· Lateness:
· Before register closes: marked late (L)
· After register closes: marked absent (U)
· Persistent lateness triggers parental contact.
· Unexplained Absences:
Followed up daily; may result in letters, home visits, or referral to social care/EWO.

5. Authorised and Unauthorised Absence
· Authorised:
Illness, medical appointments, religious observance, approved educational activities, exceptional circumstances (bereavement, housing crisis), study leave/off-site provision.
· Unauthorised:
Term-time holidays, absences without valid reason, lateness after register closure.
· Penalty Notices:
Issued after 10 unauthorised sessions in 10 weeks (£80 within 21 days, £160 within 28 days). No third notice within 3 years—legal action may follow. Also applies if a child is seen in public during a suspension.
· Notices to Improve:
Used when support is refused or not effective. Set improvement targets (3–6 weeks). Penalties may follow if unmet.

6. Promoting Good Attendance
· Attendance and punctuality are rewarded in end-of-term assemblies.
· Praise is given for improvement and consistency.

7. Supporting Pupils with Barriers
· Emotionally Based or Complex Needs:
Phased transitions and part-time timetables, regularly reviewed with families.
· Mental/Physical Health or SEND:
Reasonable adjustments are made; absences for pupils with EHCPs are reported to the LA.

8. Monitoring and Intervention
· Weekly Monitoring:
Whole-school and individual data are reviewed weekly.
· Persistent absence = 10%+ missed sessions
· Severe absence = 50%+ missed sessions
· Strategies:
Targeted support for identified pupils and families; referrals to other agencies as needed.
· Data is used to shape and review attendance strategies.
· Reports are shared with school leaders and the LA.

9. Policy Review
This policy is reviewed annually by the Headteacher or sooner if required by statutory changes or school needs.
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Appendix 1: Attendance Codes (DfE 2024/25)
	Code
	Meaning

	/
	Present (AM)

	\
	Present (PM)

	L
	Late (before register closed)

	Approved educational activity (statistically present)
	

	B
	Off-site education activity

	D
	Dual registered (at another school)

	P
	Approved sporting activity

	V
	Educational visit or trip

	W
	Work experience

	K
	Provision arranged by the Local Authority

	Authorised absence
	

	C
	Exceptional circumstances (leave granted)

	C1
	Regulated performance or employment abroad

	C2
	Part-time timetable (agreed, compulsory school age)

	M
	Medical/dental appointment

	J1
	Interview for employment or further education

	S
	Study leave (public exams)

	X
	Non-compulsory school age pupil not required to attend

	T
	Traveller absence

	R
	Religious observance

	I
	Illness (not medical/dental appointments)

	E
	Exclusion (no alternative provision)

	Unable to attend due to unavoidable cause
	

	Q
	No access arrangements (e.g. transport not arranged)

	Y1
	Transport normally provided not available

	Y2
	Widespread travel disruption

	Y3
	Part of school premises closed unexpectedly

	Y4
	Whole school unexpectedly closed

	Y5
	Pupil in criminal justice detention

	Y6
	Absence due to public health guidance or law

	Y7
	Other unavoidable cause

	Unauthorised absence
	

	G
	Holiday not authorised by the school

	N
	Reason for absence not yet established

	O
	Other unauthorised absence

	U
	Arrived after registers closed

	Administrative / attendance not required
	

	#
	Planned whole/partial school closure (e.g. INSET)

	Z
	Pupil not yet on roll

	!
	Pupil not attending in circumstances agreed by school/LA
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