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1. Policy aims  
  

Research shows that schoolwork missed through absence is unlikely to be caught up. Pupils who 

miss between 10 to 20% of a school year (between 19 to 38 days) stand only a 35% chance of gaining 

5 or more good GCSEs whereas the figure is 73% for those pupils whose attendance is above this 

rate. Poor attendance may also lead to behavioural issues at school and general unhappiness; by-

products of the intermittent engagement of the pupil with academic and pastoral support, friends 

and broader opportunities offered by the school environment.  

  

Consequently, high attendance levels are an essential element of success.  

  

Our school aims to meet its obligations with regard to school attendance by:  

  

• promoting good attendance and reducing absence, including persistent absence;  ensuring 

every pupil has access to full-time education to which they are entitled; and  acting early 

to address patterns of absence.  

  

Poor attendance leads to unfulfilled potential. Every day of learning counts. National data illustrates 

a direct correlation between academic success and high levels of attendance. It is clear: students 

who attend school regularly are more likely to achieve their full potential.  

 

  

This policy meets the requirements of the school attendance guidance 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 and any 

subsequent modifications, setting out the legal powers and duties that govern school attendance:  

  

  

  

  

2 .  Legislation   and guidance   

https://www.gov.uk/government/publications/school-attendance
https://www.gov.uk/government/publications/school-attendance
https://www.gov.uk/government/publications/school-attendance
https://www.gov.uk/government/publications/parental-responsibility-measures-for-behaviour-and-attendance
https://www.gov.uk/government/publications/parental-responsibility-measures-for-behaviour-and-attendance
https://www.gov.uk/government/publications/parental-responsibility-measures-for-behaviour-and-attendance
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• Education Act 1996  

• The Education Act 2002 

• Anti-social Behaviour Act 2003  

• The Education and Inspections Act 2006  

• Human Rights Act 1998 (including Article 6 and 8) 

• The Education (Penalty Notices) (England) Regulation 2004 

• The Education (Penalty Notices) (England) (Amendment) Regulations 2013  

• The Education (Pupil Registration) (England) Regulations 2006   

• The Education (Pupil Registration) (England) (Amendment) Regulations 2010   

• The Education (Pupil Registration) (England) (Amendment) Regulations 2011  

• The Education (Pupil Registration) (England) (Amendment) Regulations 2013   

• The Education (Pupil Registration) (England) (Amendment) Regulations 2016  

• Southend-on-Sea City Council’s Code of Conduct Under the Provision of The Education 

(Penalty Notices) Regulation 2004 

• Any guidance issued by the Secretary of State in relation to School Attendance, Absenteeism 

and Penalty Notices 

  

This policy also refers to the DfE’s guidance on the school census, which explains the persistent 

absence threshold.  

  

3. School procedures  
  

3.1 Attendance register  

By law, the school is required to keep an attendance register, and all pupils must be placed on this 

register. The attendance register will be taken at the start of the first session of each school day and 

once during the second session. It will mark whether every pupil 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 for the DfE attendance codes.)  

  

Pupils must arrive in school by 8.30am on each school day.  

  

http://www.legislation.gov.uk/ukpga/2006/40/part/7/chapter/2/crossheading/school-attendance
http://www.legislation.gov.uk/ukpga/2006/40/part/7/chapter/2/crossheading/school-attendance
http://www.legislation.gov.uk/uksi/2013/756/pdfs/uksiem_20130756_en.pdf
http://www.legislation.gov.uk/uksi/2013/756/pdfs/uksiem_20130756_en.pdf
http://www.legislation.gov.uk/uksi/2006/1751/contents/made
http://www.legislation.gov.uk/uksi/2006/1751/contents/made
http://www.centralbedfordshire.gov.uk/Images/amendment-regulation-2010_tcm3-8642.pdf
http://www.centralbedfordshire.gov.uk/Images/amendment-regulation-2010_tcm3-8642.pdf
http://www.legislation.gov.uk/uksi/2011/1625/made
http://www.legislation.gov.uk/uksi/2011/1625/made
http://www.legislation.gov.uk/uksi/2013/756/made
http://www.legislation.gov.uk/uksi/2013/756/made
http://www.legislation.gov.uk/uksi/2013/756/made
http://www.legislation.gov.uk/uksi/2013/756/made
http://legislation.data.gov.uk/uksi/2016/792/made/data.html
http://legislation.data.gov.uk/uksi/2016/792/made/data.html
https://www.gov.uk/government/publications/school-census-2017-to-2018-guide-for-schools-and-las
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The register for the first session will be taken at 8.30am. The register for the second session will be 

taken at 2.00pm. Pupils arriving after these times will be marked as late.  

  

3.2 Absence from School 

Parents must notify the school on the first day of an unplanned absence at the earliest opportunity 

by telephone or email (attendance@shsb.org.uk).  

  

A parent should then contact the school on the third day of absence and every other day thereafter, 

unless a period of absence has already been predetermined, most obviously by a doctor’s certificate.   

  

Absence due to illness will be authorised, unless the school has a genuine concern about the 

authenticity of the illness. In such cases, the school may ask parents to provide medical evidence, 

such as a doctor’s note, prescription or appointment card. We will not ask for medical evidence 

unnecessarily.  

  

If the school remains dissatisfied about the authenticity of the illness, it may seek the advice and 
assistance of external agencies, most obviously an LEA attendance officer. Remaining doubt about 
the legitimacy of the absence may result in the absence being recorded as unauthorised and parents 
will be notified of this.     
  

3.3 Medical or dental appointments  

We encourage parents to make all medical and dental appointments outside of school hours 

wherever possible. Where this is not possible, the pupil should be out of school for the minimum 

amount of time possible.   

  

We ask to be notified in advance for all medical and dental appointments made during school hours. 

This may be done by telephone or email (attendance@shsb.org.uk). If a phone call or email is not 

possible, a letter signed by a parent should be handed in at the school office when the student signs 

out for the appointment.  

  

Missing registration for a medical or dental appointment will be counted as an authorised absence 

if notified in the manner outlined above.   

  

The school will support any pupil with extended medical treatment which disrupts their ongoing 

education. Such support may take the form of providing any relevant institution, most obviously a 

hospital, with any necessary educational materials. Please refer to our policies: ‘Supporting Pupils 

at School with Medical Conditions’ and ‘Children with Health Needs who Cannot Attend School’  

  

Applications for other types of absence in term time must also be made in advance. Information 

relating to whether the school can authorise such absences can be found in section 4.  

  

3.4 Lateness and punctuality  

The morning register closes at 9:00am; the afternoon registers close at 2:10pm. A pupil who arrives 

after the register has been taken, but before the register has closed, will be marked as late using the 

appropriate code. A pupil who arrives after the register has closed will be marked as unauthorised 

absence, using the appropriate code.  
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Teachers, Form Tutors and Year Leaders oversee processes that encourage good punctuality. Such 

systems are designed to ensure that poor punctuality does not become habitual on the part of the 

pupil. Contact will be made with parents when appropriate.  

  

3.5 Following up absence  

Where any child who is expected to attend school does not attend or stops attending, the school will 

follow up on their absence with their parent to ascertain the reason. The Attendance Officer will 

contact by telephone or email, the parent on the first day of any unexplained absence. This is to help 

the school identify whether the absence is approved or not, and to apply the correct attendance 

code. The school will also ensure that safeguarding action is taken wherever necessary.    

  

3.6 Reporting to parents  

Information about pupil attendance is available through Go4Schools.  This is live data and parents 

can access this information on the app or via the website.   

  

4. Authorised and Unauthorised absence  
  
4.1 Granting approval for term-time absence  

Any leave of absence is granted at the Headteacher’s discretion. This responsibility is delegated to 

Directors of Key Stage and Year Leaders, who will assess all requests for term-time absence in the 

first instance.  Please note that leave of absence during term-time will not be granted other than in 

exceptional circumstances.  

  

Exceptional circumstances may be defined as a special family event, such as a graduation, or a 

medical emergency. In addition, authorisation may be given if the pupil is engaged in an activity 

provided by an external organisation, which is deemed to have educational merit, such as a scout 

camp, or when the activity is clearly linked to a planned future career, such as medical work 

experience.  

  

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

specific facts, circumstances and relevant context relating to the request.   

  

4.2 Authorised Absence  

Valid reasons for authorised absence include:  

  

• Illness and medical/dental appointments – as explained in sections 3.2 and 3.3.  

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

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

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

• University Open Days (Sixth Form pupils will be allowed to attend three open day visits during 

any one academic year). 

• Family emergencies, such as a funeral for a close family member.  

  

4.3 Unauthorised Absence  

Examples of unauthorised absence:  
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• Family holiday.  

• Cultural/Sporting event, including events such as music festivals and Wimbledon.  

  

Instances of unauthorised absence will be investigated by the school. Further action will include the 

involvement of external agencies.   

  

4.4 Penalty Notices  

The responsibility for issuing penalty notices in Southend-on-Sea rests exclusively with the Local 

Authority's Access and Inclusion Teams to ensure consistency in enforcement. This approach 

prevents duplicate notices, ensures legal proceedings under section 444 of the Education Act are 

not undermined, and confirms that the penalty is appropriate and within the three-year issuance 

limit per parent. While schools may issue warnings and request the LA to issue notices, it has been 

agreed that Headteachers and the Police will not issue penalty notices. The Access and Inclusion 

Service strictly oversees this process to maintain judicial independence, proportionality, and avoid 

conflicts with existing statutory interventions. No notice is issued without prior written warning. 

  

5. Strategies for promoting attendance and punctuality  
  

There are a number of strategies promoted by the school to encourage good attendance:  

   

• The school’s Attendance Officer scrutinizes attendance data daily.  They will notify pastoral 

staff about unauthorised absences and patterns of poor attendance or punctuality.    

• The school has effective links with the attendance services at the Local Authority, including 

a designated attendance practitioner. Meetings are held with the Local Authority Attendance 

Officer as required.  

• When pupils arrive late to School, staff are requested to mark on the register the number of 
minutes of the lesson that have been missed. Patterns are then analysed by pastoral staff.   

• The importance of good attendance is highlighted in presentations at parental events 

throughout the year.  

• The school promotes a safe learning environment with clear lines of support for pupils who 

may experience difficulties.  

• The school work hard to ensure the early identification of pupils at risk of disrupted 

attendance and will intervene promptly.  

  

6. Attendance monitoring  
  

The Attendance Officer monitors pupil absence on a daily basis.   

  

Parents are expected to contact the school in the morning if their child is going to be absent due to 

ill health (see section 3.2).  

  

If the school has not been notified by 9:30am on the first day of absence, the parent will be 

contacted. For any pupil identified as being ‘at risk’, the call will be made at 9:00am.  

 

A pupil with an attendance rate of 90% or lower is classified as a persistent absentee. If a pupil's 

attendance drops below 90%, the school will send a warning letter to parents. Below 85%, a meeting 
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with parents and pupil will be arranged at the school. If attendance falls under 80%, the school will 

refer the case to the Local Authority’s Attendance Officer.  

  

Pupil-level absence data is 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 national statistics. The school compares its attendance data to the 

national average and shares this with Governors.   

  

Any irregular absence during the course of the day will be pursued immediately. In such an 

eventuality, the school’s Attendance Officer will inform the relevant pastoral leader via the pastoral 

support colleague. If no relevant members of the pastoral team are available, any available member 

of the Senior Leadership Team (SLT) will be informed. Parents will be informed if the pupil searched 

for and not found. 

  

Attendance data is recorded via an electronic system (Go4Schools). Pastoral leaders will use this data 

to:   

• Track general patterns of attendance. 

• Track patterns of absence. 

• Identify internal or external factors which might have an impact upon attendance.  

  

The diagram below highlights the levels of concern:  

  

  
7. Roles and responsibilities  
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7.1 The Governing Body  

The Governing Body is responsible for monitoring attendance figures for the whole school on at least 

a termly basis. It also holds the Headteacher to account for the implementation of this policy.  

  

7.2 The Headteacher  

The Headteacher is responsible for ensuring this policy is implemented consistently across the 

school, and for monitoring school-level absence data and reporting it to Governors.   

  

The Headteacher also supports other staff in monitoring the attendance of individual pupils where 

necessary.  

  

7.3 The Attendance Officer:  

  

• Monitors attendance data across the school and at individual pupil level. 

• Reports concerns about attendance to the relevant pastoral leader. 

• Works with the relevant pastoral leader/external services to tackle persistent absence.  

  

7.4 Form Tutors and teachers  

Form Tutors and teachers are responsible for recording attendance accurately, using the correct 

codes, and submitting this information to the Attendance Officer in a timely fashion.   

  

 

 

 

Appendix: Attendance Codes  

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

  

Code Definition Scenario 

/ Present (am) Pupil is present at morning registration 

\ Present (pm) Pupil is present at afternoon registration 

B 
Off-site Approved Educational 
Activity 

Pupil is at a supervised off-site educational 

activity approved by the school 

C Other authorised circumstances 
Pupil has been granted a leave of absence 

due to exceptional circumstances 

C1 

Leave of absence - regulated 
performance or employment 
abroad 

Pupil is participating in an approved 

activity 

C2 
Leave of absence - part-time 
timetable 

Pupil is subject to a part-time timetable 
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D Dual registration 
Pupil is attending a session at another 

setting where they are also registered 

E 
Suspended or excluded without 
alternative provision 

Pupil has been excluded but no alternative 

provision has been made 

G 
Family holiday (not agreed or days 
in excess) 

Pupil is on holiday that was not approved 

by the school 

I 
Illness (not med/dental 
appointments) 

School has been notified that a pupil will 

be absent due to illness 

J1 
Leave of absence - Interview for 
employment or transfer 

Pupil has an interview with a prospective 

employer/educational establishment 

K 
Attending alternative provision 
arranged by the LA 

Pupil is attending a place, other than 

school at which they are a registered pupil 

L Late (before reg closed) Pupil arrives late before register has closed 

M Medical/Dental appointment 
Pupil is at a medical or dental 

appointment 

N 
No reason yet provided for 
absence 

Pupil is absent for an unknown reason 

(this code should be amended when the 

reason emerges, or replaced with code O 

if no reason for absence has been 

provided after a reasonable amount of 

time) 

O 
Absent in other or unknown 
circumstances 

School is not satisfied with reason for 

pupil’s absence 

P Sorting activity 
Pupil is participating in a supervised 

sporting activity approved by the school 

Q Lack of access arrangement 
Pupil is unable to attend because the local 

authority has failed to set out suitable 

access arrangements 

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

observance 

S Study leave for public examination 
Year 11 pupil is on study leave during their 

public examinations 
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T 
Travelling with parent for 
occupational purposes 

Pupil is required to remain with the parent 

who is travelling for work 

U Late (after registers closed) 
Pupil arrived at school after the register 

closed 

V 
Attending an educational visit or 
trip 

Pupil is on an educational visit/trip 

organised, or approved, by the school 

W Attending work experience Pupil is on a work experience placement 

X 
Not required to attend - non-
compulsory school age pupil 

Pupil of non-compulsory school age is not 

required to attend 

Y1-7 
Unable to attend due to 
exceptional circumstances 

School site is closed, there is disruption to 

travel as a result of local/national 

emergency, pupil is in custody or there is a 

public health emergency 

Z Pupil not on roll 
Register set up but pupil has not yet joined 

the school 

# Planned whole school closure 
Whole or partial school closure due to 

half-term/bank holiday/INSET day 

  

  

  


