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1. INTRODUCTION AND BACKGROUND

Brighter Futures Educational Trust recognises that positive behaviour and good attendance
are essential in order for pupils to get the most of their school experience, including their
attainment, wellbeing and wider life chances.

The law entitles every child of compulsory school age to an efficient, full-time education
suitable to their age, aptitude, and any special educational need they may have. It is the legal
responsibility of every parent to make sure their child receives that education either by
attendance at a school or by education otherwise than at a school.

Where parents decide to have their child registered at school, they have an additional legal
duty to ensure their child attends that school regularly, on time. This means their child must
attend every day that the school is open, exceptin a small number of allowable circumstances
such as being too ill to attend or being given permission for an absence in advance from the
school.

The Department for Education (DfE) has produced statutory guidance for maintained

schools, academies, independent schools, and local authorities. Itis called “Working together
to improve school attendance” and it includes a National Framework in relation to absence

and the use of legal sanctions. Our School Attendance Policy reflects the requirements and
principles of that guidance.

This policy is written with the above guidance in mind and underpins our school ethos to:

promote children’s welfare and safeguarding.

ensure every pupil has access to the full-time education to which they are entitled.
ensure that pupils succeed whilst at school.

ensure that pupils have access to the widest possible range of opportunities at school, and
when they leave school.

It has been developed in consultation with trustees, teachers, local Headteacher Associations,
the Local Authority and parents and carers. It seeks to ensure that all parties involved in the
practicalities of school attendance are aware and informed of attendance matters in school
and to outline the school’'s commitment to attendance being everyone’s responsibility. It
details the responsibilities of individuals and groups involved and the procedures in place to
promote and monitor pupil attendance.

In addition, all schools follow the DfE's statutory safeguarding guidance, Keeping Children
Safe in Education, which emphasises the importance of understanding the potential
vulnerabilities of children who are missing or absent from education.
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https://www.gov.uk/government/publications/keeping-children-safe-in-education--2

Our policy aims to raise and maintain levels of attendance by:

e Promoting a positive and welcoming atmosphere in which pupils feel safe, secure, and
valued.

e Raising and maintaining a whole school awareness of the importance of good attendance
and punctuality.

e Ensuring that attendance is monitored effectively and reasons for absences are recorded
promptly and consistently.

For our children to gain the greatest benefit from their education it is vital that they attend
regularly and be at school, on time, every day the school is open unless the reason for the
absence is unavoidable. Itis a rule of this school that pupils must attend every day, unless
there are exceptional circumstances, and it is the Head Teacher not the parent, who can
authorise the absence.

2. PROMOTING REGULAR ATTENDANCE

At Brighter Futures Educational Trust, we believe in developing good patterns of attendance
and set high expectations for the attendance and punctuality for all our pupils from the outset.
It is a central part of our Trust's vision, values, ethos and day to day life. We recognise the
strong connections between attendance, attainment, safeguarding and wellbeing.

The name and contact details of the SLT Attendance Leads (the senior leader
responsible for the strategic approach to attendance in our Trust) are:

Paul Smith - Brandles

head@brandles.herts.sch.uk

01462 896351
Todd Baines - Larwood Stevenage

Todd.baines@larwood.herts.sch.uk

01438 236333
Joe Scales - Larwood Dunstable

Joe.scales@|arwood.herts.sch.uk

01525 868981

ATTENDANCE POLICY April 20, 2026


https://eur02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.gov.uk%2Fgovernment%2Fpublications%2Fkeeping-children-safe-in-education--2&data=05%7C01%7CSimone.Webb%40essex.gov.uk%7C5c8058b1ee3d474f51f108db99695c74%7Ca8b4324f155c4215a0f17ed8cc9a992f%7C0%7C0%7C638272450024518381%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=lSwIxjDkmFwEjJNhg6jSTy57KDKtya4eJKgS30bZtDQ%3D&reserved=0
mailto:head@brandles.herts.sch.uk
mailto:Todd.baines@larwood.herts.sch.uk
mailto:Joe.scales@larwood.herts.sch.uk

(@)

0
Brighter Futures
Educational Trust

The Trustee on the Standards committee will have responsibility for monitoring attendance.

Helping to create a pattern of regular attendance is the responsibility of parents, pupils and
all members of school staff.

To help us all to focus on this, we will:

e Submit a daily attendance return to the Department of Education, in line with the legal
expectations placed on all schools.

e Build strong relationships and work jointly with families.

¢ Give parents/carers details on attendance in our newsletters.

e Promote the benefits of high attendance.

e Accurately complete admission and, with the exception of schools where all pupils are
boarders, attendance registers and have effective day-to-day processes in place to
follow-up absence as required by law.

e Celebrate excellent attendance by displaying and reporting individual and class
achievements.

¢ Reward good or improving attendance.

e Reportto parents/carers regularly on their child’s attendance and the impact on their
progress.

e Contact parents/carers should their child’s attendance fall below the school’s target for
attendance.

3. UNDERSTANDING TYPES OF ABSENCE

Any absence affects the routine of a child’s schooling and regular absence will seriously affect
their learning journey and ability to progress. Any pupil’s absence or late arrival disrupts
teaching routines and so may affect the learning of others in the same class. Ensuring a child’s
regular attendance at school is a parental responsibility and allowing absence from school,
without a good reason, creates an offence in law and may result in prosecution.

Every half-day absence from school has to be classified by the school (not by the parent), as
either authorised or unauthorised. This is why information about the cause of any absence
is always required. Each half-day is known as a ‘session’.

Authorised absences are morning or afternoon sessions away from school for a genuine
reason such as illness (although you may be asked to provide medical evidence for your child
before this can be authorised), medical or dental appointments which unavoidably fall in
school time, emergencies or other unavoidable cause.
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Unauthorised absences are those which the school does not consider reasonable and for
which no ‘leave’ has been granted. This type of absence can lead to the school referring to
the Local Authority for penalty notices and/or legal proceedings.

Unauthorised absence includes, (however this list is not exhaustive):

e parents/carers keeping children off school unnecessarily e.g. because they had a late
night or for non-infectious illness or injury that would not affect their ability to learn.

e absences which have never been properly explained.

e children who arrive at school after the close of registration are marked using a ‘U’". This
indicates that they are in school for safeguarding purposes, however, is counted as an
absence for the session.

e shopping trips.

e looking after other children or children accompanying siblings or parents to medical
appointments.

e their own or family birthdays.

e holidays taken during term time, not deemed ‘for exceptional purposes’ by the
headteacher, including any arranged by other family members or friends.

e day trips.

e otherleave of absence in term time which has not been agreed.

4. PERSISTENT ABSENTEEISM (PA) AND SERVE ABSENTEEISM (SA)

A pupil is defined by the Government as a ‘persistent absentee’ when they miss 10% or
more schooling across the school year for any reason; this can be authorised or unauthorised
absence. Absence at this level will cause considerable damage to any pupil’s education and
we need the full support and co-operation of parents to resolve this. All pupils who have
attendance levels of 90% or below are considered to be a persistent absentee.

A pupil who has missed 50% or more schooling is defined by the Government as ‘severely
absent’. Pupils within this cohort may find it more difficult to be in school or face bigger
barriers to their regular attendance and, as such, are likely to need more intensive support.

5. ABSENCE PROCEDURES

The school office of each site for reporting absences:
Brandles

admin@brandles.herts.sch.uk
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01462 896351
Larwood Stevenage

admin@larwood.herts.sch.uk

01438 236333
Larwood Dunstable

admincbc@larwood.herts.sch.uk

01525 868981
We monitor and review all pupils’ absence, and the reasons that are given, thoroughly.

If a child is absent from school the parent must follow the individual settings’
procedures, which can be found in the relevant settings’ Attendance procedures
document

(see Brandles Attendance Procedures or Larwood Attendance Procedures documentation)
If your child is absent, we will:

(see Brandles Attendance Procedures or Larwood Attendance Procedures documentation)
If absence continues, we will:

(see Brandles Attendance Procedures or Larwood Attendance Procedures documentation)

6. LATENESS

Poor punctuality is not acceptable and can sometimes lead to irregular school attendance
patterns. Good timekeeping is a vital life skill which will help children as they progress
through their school life and out into the wider world.

Pupils who arrive late disrupt lessons and, if a child misses the start of the day, they can feel
unsettled and embarrassed and risk missing vital work and important messages from their
class teacher.

The times of the start and close of the school day for all pupils at each setting within the
Trust can be found in the relevant Attendance Procedures documentation

(see Brandles Attendance Procedures or Larwood Attendance Procedures documentation)
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How we manage lateness in each setting within the Trust can be found in the relevant
Attendance Procedures documentation

(see Brandles Attendance Procedures or Larwood Attendance Procedures documentation)

If your child has a persistent lateness record, you may be asked to meet with the attendance
lead within the setting your child attends, but you can approach us at any time if you are
having difficulties getting your child to school on time. We expect parents and staff to
encourage good punctuality by being good role models to our children and, as a school, we
celebrate good class and individual punctuality. Unauthorised lateness could result in the
school seeking advice and guidance from the Local Authority.

7. UNDERSTANDING BARRIERS TO ATTENDANCE

Whilst any child may occasionally have time off school because they are too unwell to attend,
sometimes they can be reluctant to attend school. Any barriers preventing regular attendance
are best resolved between the school, the parents, and the child. If a parent thinks their child
is reluctant to attend school, then we will work with that family to understand the root problem
and provide any necessary support. We can consider a Families First Assessment, use outside
agencies to help with this, such as the School Nurse, Mental Health and Emotional Wellbeing
support services, a Family Support Worker, or the relevant Local Authority team/s. Where
outside agencies are supporting the family, you may be invited to attend a Team Around the
Family meeting (TAF) to consider what is working well and what needs to improve. An
individual support plan will be agreed and subsequently reviewed.

Some pupils face greater barriers to attendance than their peers. These can include pupils
who suffer from long-term medical conditions or who have special educational needs and
disabilities, or other vulnerabilities. High expectations of attendance remain in place for these
pupils; however, we will work with families and pupils to support improved attendance whilst
being mindful of the additional barriers faced. We can discuss reasonable adjustments and
additional support from external partners, where appropriate.

Under the DfE’s statutory guidance, schools are required to submit a sickness return to the
Local Authority for all pupils who have missed/are likely to miss 15 or more school days
(consecutive or cumulative) due to medical reasons/illness.

See Annex A for DfE summary tables of responsibilities for school attendance.

8. LOCAL AUTHORITY ATTENDANCE SUPPORT TEAM

ATTENDANCE POLICY April 20, 2026 n




(@)

0
Brighter Futures
Educational Trust

Local Authority Attendance Support Specialists work strategically by offering support to
schools, to reduce persistent absence and improve overall attendance.

Parents/Carers are expected to work with the school and local authority to address any
attendance concerns. Parent/Carers should proactively engage with the support offered,
aiming to resolve any problems together. This is nearly always successful. If difficulties cannot
be resolved in this way, the school may consider more formal support and/or refer the child
to the Local Authority. If attendance does not improve, legal action may be taken which may
be in the form of a Penalty Notice (see Annex B for the Hertfordshire Code of Conduct) or
other legal options available to the Local Authority such as prosecution in the Magistrates
Court.

9. SCHOOL ATTENDANCE AND THE LAW

New legislation was passed, The School Attendance (Pupil Registration) (England)
Regulations 2024 which introduced a National Framework in England. By law all children of
compulsory school age must receive an appropriate full-time education (Education Act
1996). Parent/Carers have a legal duty to ensure their child attends school regularly at the
school at which they are registered.

Parent/Carers may be recognised differently under education law, than under family law.
Section 576 of the Education Act 1996 states that a ‘parent’, in relation to a child or young
person, includes any person who is not a parent (from which can be inferred ‘biological
parent’) but who has parental responsibility, or who has care of the child.

A person typically has care of a child or young person if they are the person with whom the
child lives, either full or part time and who looks after the child, irrespective of what their
biological or legal relationship is with the child.

10. NATIONAL FRAMEWORK FOR PENALTY NOTICES

There is now a single consistent national threshold for when a penalty notice must be
considered by all schools in England, of 10 sessions (usually equivalent to 5 school days) of
unauthorised absence within a rolling 10 school week period. The 10 sessions of absence do
not have to be consecutive and can be made up of a combination of any type of unauthorised
absence (G, O and/or U coded within the school’s registers). The 10-school week period can
span different terms, school years or education settings.

Sanctions may include issuing each parent (for each child) with a Penalty Notice for £160,
reduced to £80 if paid within 21 days (for the first offence). A second Penalty Notice issued
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within a three-year period will result in a fine of £160 per parent, per child. If a third offence
is committed the matter may be referred to the local authority for consideration of
prosecution via the Magistrates Court. If prosecution is instigated for irregular school
attendance, each parent/carer may receive a fine of up to £2500 and/or up to 3 months in
prison. If a parent/carer is found guilty in court, they will receive a criminal conviction.

See Annex B for the Hertfordshire Code of Conduct.

There is no entitlement in law for pupils to take time off during the term to go on holiday
or other absence for the purpose of leisure or recreation, or to take part in protest
activity in school hours. In addition, the Supreme Court has ruled that the definition of
regular school attendance is “in accordance with the rules prescribed by the school.”

The School Attendance (Pupil Registration) (England) Regulations 2024 set out the statutory
requirements for schools. All references to family holidays and extended leave have been
removed. The amendments specify that headteachers may not grant any leave of
absence during term time unless there are "exceptional circumstances" and they do not
have any discretion to authorise up to ten days of absence each academic year.

It is a rule of this school that a leave of absence shall not be granted in term time unless there
are reasons considered to be exceptional by the headteacher, irrespective of the child's
overall attendance. Only the headteacher or his/her designate (not the local authority) may
authorise such a request and all applications for a leave of absence must be made in writing,
in advance, on the prescribed form provided by the school. The school will usually consider
that the parent who has made the application is therefore allowing the leave of absence, and
that all parents who are on the holiday are allowing the leave. Where a parent removes a child
after their application for leave was refused or where no application was made to the school,
the absence will be recorded as unauthorised. It is likely that penalty notices will be
requested, in line with the National Framework and Hertfordshire Code of Conduct, in
respect of each parent believed to have allowed the absence.

At Brighter Futures Educational Trust 'exceptional circumstances' will be interpreted
as:

The fundamental principles for defining ‘exceptional’ are events that are “rare, significant,
unavoidable and short”. By 'unavoidable' we mean an event that could not reasonably be
scheduled at another time, outside of school term time, regardless of who has planned or
paid for the holiday or absence (including grandparents or other family or friends).

The headteacher/school may discuss the leave of absence request with other education
settings and/or the Local Authority to determine any exceptional circumstances.
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If leave of absence is authorised, the school will not provide work for children to do during
their absence. Parent/Carers are however advised to read with their children and encourage
them to write a diary while they are away.

11. DELETION FROM ROLL

For any pupil leaving Larwood Primary School, other than at the end of year 6 or leaving
Brandles secondary school other than at the end of year 11, parents/carers are required to
complete a ‘Pupils moving from school’ form which can be obtained from the school office.
This provides school with the following information: Child’s name, class, current address, date
of leaving, new home address, name of new school, address of new school. This information
is essential to ensure that we know the whereabouts and may appropriately safeguard all our
pupils, even those who leave us.

Itis crucial that parent/carers keep school updated with current addresses and contact details
for the pupil and key family members, in case of emergency.

Under Pupil Regulations 2006, all schools are legally required to notify their Local Authority
of every new entry to the admission register within five days of the pupil being enrolled.
In addition to this, every deletion from the school register must also be notified to the Local
Authority, as soon as the ground for deletion has been met in relation to that pupil, and in
any event no later than the time at which the pupil’'s name is deleted from the register. This
duty does not apply when a pupil's name is removed from the admission register at a
standard transition point - when the pupil has completed the final year of education normally
provided by that school.

12. ABSENCE DATA

We use data to monitor, identify and support individual pupils or groups of pupils when their
attendance needs to improve, and schools are required to submit pupil attendance data to
the Department for Education on a daily basis Education (Information about Individual Pupils)
(England) (Amendment) Regulations 2024. Persistently and severely absent pupils are
tracked and monitored carefully. We also combine this with academic tracking, as increased
absence affects attainment.

We share information and work collaboratively with other schools in the area, local
authorities, and other partners, when absence is at risk of becoming persistent or severe.
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Annex A — DfE Guidance Summary Table of Responsibilities for School

Attendance
(From 19th August 2024)

https://assets.publishing.service.gov.uk/media/65e8ae343649a2001aedé63aa/Summary ta

ble of responsibilities for school attendance applies from 19 August 2024 .pdf

All pupils

Parents are expected to:

Schools are expected to:

Academy trustees and governing
bodies are expected to:

Local authorities are
expected to:

Ensure their child attends
every day the school is open
except when a statutory
reason applies.

Maotify the school as soon as
possible when their child has
to be unexpectedly absent
(2.0. sickness).

Only request leave of absence
in exceptional circumstances
and do so in advance.

Book any medical
appointments around the
school day where possible.

Have a clear school attendance
policy on the school website
which all staff, pupils and parents
understand.

Develop and maintain a whole
school culture that promotes the
benefits of good attendance.

Accurately complete admission
and attendance reqgisters.

Have robust daily processes to
follow up absence.

Reqularly monitor data to idenfify
patterns and trends and
understand which pupils and
pupil cohorts to focus on.

Have a dedicated senior leader
with overall responsibility for
championing and improving
attendance.

Take an acfive role in attendance
improvement, support their school(s) to
prioritise attendance, and work together
with leaders to set whole school
cultures.

Ensure school leaders fulfil
expectations and statutory duties.

Use data to understand patterns of
attendance, compare with other local
schools, identify areas of progress and
where greater focus is needed.

Ensure school staff receive fraining on
attendance.

Have a strategic approach
to improving attendance for
the whole area and make it
a key focus of all frontline
council services.

Have a School Attendance
Support Team that works
with all schools in their area
fo remove area-wide
barriers to attendance.

Provide each school with a
named point of contact in
the School Attendance
Support Team who can
support with queries and
advice.

Offer opportunities for all
schools in the area to share
effective practice.
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Parents are expected to:

Schools are expected to:

Academy trustees and
governing bodies are
expected to:

Local authorities are
expected to:

Work with the school and local
authority to help them
understand their child's
barriers to attendance.

Proactively engage with the
formal support offered —
including any parenting
contract or voluntary early
help plan to prevent the need
for legal intervention.

Continue support as for pupils at risk of
becoming persistently absent and:

Where absence becomes persistent, put
additional targeted support in place to
remove any barriers. Where necessary this

Regulary review
attendance data and

help school leaders focus
support on the pupils
who need it.

Continue support as for pupils
at risk of becoming
persistently absent and:

Work jointly with the school to
provide formal support options

includes working with partners.

intervention in future.

authaority on legal intervention.

intensify support through a referral fo

statutory children’s social care.

schools of any siblings.

Where there is a lack of engagement, hold
maore formal conversations with parents and
be clear about the potential need for legal

Where support is not working, being engaged
with or appropriate, work with the local

Where there are safeguarding concemns,

Work with other schools in the local area,
such as schools previously attended and the

including
attendance contracts and
education supervision orders.

Where there are safeguarding
concemns, ensure joint working
between the school, children's
social care services and other
statutory safeguarding
partners.

Where support is not
working, being engaged with
or appropriate, enforce
attendance through legal
intervention (including
prosecution as a last resort).

Severely absent pupils

Parents are expected to:

Schools are expected to:

Academy trustees and
governing bodies are
expected to:

Local authorities are expected to:

Work with the school and local
authority to help them
understand their child's
barriers to attendance.

Proactively engage with the
formal support offered —
including any parenting
contract or veluntary early
help plan to prevent the need
for legal intervention.

Continue support as for persistently
absent pupils and:

Agree a joint approach for all severely
absent pupils with the local authority.

Reqgularly review
attendance data and
help school leaders
focus support on the
pupils who need it.

Continue support as for persistently
ahsent pupils and:

All services should make this group
the top priority for support. This may
include a whole family plan,
consideration for an education, health
and care plan, or alternative form of
educational provision.

Be especially conscious of any
potential safeguarding issues,
ensuring joint working between the
school, children's social care services
and other statutory safeguarding
pariners. Where appropriate, this
could include conducting a full
children's social care assessment and
building attendance into children in
need and child protection plans.
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Parents are expected to:

Schools are expected fo:

Academy trustees and governing
bodies are expected to:

Local authorities are
expected to:

Mot applicable.

Proaciively use data to identify cohoris
with, or at risk of, low attendance

and develop sirategies to support
them.

Work with other schools in the local
area and the local authority to share
effective practice where there are
commeon barriers to attendance.

Regularly review atiendance data
and help school leaders focus
support on the pupils who need it.

Track local attendance
data to priorifise support
and unblock area wide
attendance barriers where
they impact numerous
schools.

Support for pupils with medical conditions or SEND with poor attendance

Parents are expected to:

Schools are expected to:

Academy trustees and governing
bodies are expected to:

Local authorities are
expected to:

Work with the school and local
authority to help them
understand their child's
barriers to attendance.

Proactively engage with the
support offered.

Maintain the same ambiticn for
attendance and work with pupils and
parents to maximise attendance.

Ensure join up with pastoral support
and where required, put in place
additional support and adjustments,
such as an individual healthcare plan
and if applicable, ensuring the
provision outlined in the pupil's EHCP
is accessed.

Consider additional support from wider
services and external pariners, making
timely referrals.

Regularly monitor data for such
groups, including at board and
goveming hody meetings and with
local authorities.

Regularly review atiendance data
and help school leaders focus
support on the pupils who need it

Work closely with relevant
services and partners, for
example special
educational needs,
educational psychologists,
and mental health
services, to ensure joined
up support for families.

Ensure suitable
education, such as
alternative provision, is
arranged for children of
compulsory school age
who because of health
reasons would not
otherwise receive a
suitable education.
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Parents are expected Schools are expected to: Academy trustees and Local authorities are expected to:
to: governing bodies are
expected to:
Work with the school  [Know who the pupils who have, or who | Regularly review Ensure that all Children’s Social Care

and local authority to  have had, a social worker are.

help them understand
their child's barmers to

aftendance.

Proactively engage

with the support
offered.

Understand how the welfare,
kafeguarding, and child protection
ssues that they are experiencing, or

lon attendance — whilst maintaining a

FProvide additional academic support
land make reasonable adjusiments o
help them, recognising that even when
lstatutory social care intervention has
ended, there can be a lasting impact
lon children’s educaticnal outcomes.

Work in partnership with the local
authority at a strategic and individual
level, sharing data on attendance
including, at an individual level,
informing the pupil’s social worker if
there are any unexplained absences
and if their name is to be deleted from
the register.

Ihave experienced, can have an impact

Iculture of high aspiration for the cohort.

attendance data and help | practitioners, understand the importance
school leaders foct_ls of good attendance for pupil’s educational
support on the pupils who . o
need it. progress, for their welfare and their wider

development — and understand their role
in improving it.

Through the work of Virtual School Heads,
they should:

= Underiake systemic monitoring and
data sharing of the attendance of
children with a social worker in their
area: developing and implementing
targeted cohort level interventions
to improve attendance.

= Provide advice, challenge and
training to schools on how to
promote and secure good
attendance for children with a social
worker.

= Develop whole system approaches,
with social care, to support the
attendance of children in need.

Looked after and previously looked after children

Parents are Schools are expected to: | Academy trustees and Local authorities are expected to:
expected to: governing bodies are
expected to:

Work with the Have high expectations for Designate a member of Promote the educational achievement of looked-after and
school and local | the cohort — with expert staff to have responsibility| previously looked-after children — doing everything
authority to help support and leadership for the promotion of the possible to minimise disruption to education when a pupil
them provided by the designated | educational achievement | enters care.
understand the | teacher for looked-after and | of looked-after and
child's barriers previously looked-afier previously looked-after (LA that looks after the child:) Appoint an expert Virtual
to attendance — | Pupils. pupils. School Head (VSH) — will:
including the . o . . . .
development of | YWork In partnership with the | Monitor and review = Monitor, report on, and evaluate the education
Personal local authority Virtual School| attendance of the cohort outcomes ofloo_ked after children, !ncludlng their
Education Head to develop and deliver | and consider how school attendance, as if they attended a single school-
Plans. high quality Personal policies, including whenever they live or are educated.

Education Plans for looked- | behaviour policies, are + Ensure schools know when they have a pupil looked

. after children that support sensifive to their needs after by the authority on their role and that

Pfﬁaﬁtl\fﬁ'}‘ good attendance. and support good information is shared with the school on issues that
engage with the attendance. may impact on their attendance.
support offered. | Wark directly with parents to

develop good home-school
links that support good
attendance. For previously
looked-after pupils this
could include discussion on
use of the Pupil Premium
Plus funding managed by
the school.

» Ensure that all looked-after pupils have high quality,
up to date, effective Personal Education Plans
developed in partnership with schools, social
workers and carers — including, where necessary,
clear interventions and use of pupil premium plus
funding to support good attendance.

* Provide expert advice and information on the
education of previously looked-after pupils to schools|
and parents — including their attendance.
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Monitoring
Parents: Schools: Academy Local authorities:
trustees and
governing
bodies:
Schools The school's Senior Attendance Champion will ensure all school | pfe Regions DfE Regions Group monitors
regularty based staff complete their attendance responsibilities in line with | Group local authority efforts as part

update parents
on their child's
attendance.

(If parents feel
the school and
or local
authority have
not not
delivered what
they are
expected to
they should
discuss the
case with the
school andfor
local authority’s
attendance
support team.)

the school's policies and procedures.

The governing board or academy trust will hold the headteacher or
executive leadership to account for their delegated responsibilities
and for compliance with regulatory and statutory requirements.
They will review progress and provide challenge when required.
The board will help school leaders focus improvement efforts on
the individual pupils or cohorts who need it most and ensure that
school staff receive adequate training on attendance.

Ofsted will expect schools to do all they reasonably can to achieve
the highest possible attendance as part of the behaviour and
atfitudes judgement. This includes, where attendance is not
consistently at or above what could reasonably be expected, that
schools have a strong understanding of the causes of absence
(particularly for persistent and severe absence) and a clear
strategy in place that takes account of those causes o improve
attendance for all pupils.

Ultimately, in cases where a school has not met expectations or
statutory duties the Secretary of State can consider a complaint.

considers multi
academy trusts’
efforts on
attendance as
part of decision
making.

Ofsted
considers
governing
hodies’ efforts
as part of
inspections.

of reqular interaction.

Ofsted may consider the local
area partnership's approach
to improving attendance of
children and young people
with SEND as part of the
SEND Area Inspection, and
the local authority's approach
to improving attendance for
children with a social worker
through inspecting local
authority children's services.

Ultimately, in cases where a
local authority has not met
expectations or statutory
duties the Local Government
and Social Care Ombudsman
or the Secretary of State can
consider a complaint.
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Annex B — Hertfordshire Code of Conduct

PENALTY NOTICES FOR PARENTS OF TRUANTS AND PARENTS OF PUPILS EXCLUDED
FROM SCHOOL ANTI-SOCIAL BEHAVIOUR ACT 2003 SECTION 23

Penalty notices for unauthorised absence | Hertfordshire County Council
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Annex C - lliness Absence Guidance

https://assets.publishing.service.gov.uk/media/626669cb8fa8f523b7221b98/UKHSA-
should-I-keep-my child off school guidance-A3-poster.pdf

DfE external document template (childrenscommissioner.gov.uk)

Wellbeing: national resources - Hertfordshire Grid for Learning (thegrid.org.uk)

[lIness and your child's education - GOV.UK (www.gov.uk)

Is my child too ill for school? - NHS (www.nhs.uk)
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https://assets.publishing.service.gov.uk/media/626669cb8fa8f523b7221b98/UKHSA-should-I-keep-my_child_off_school_guidance-A3-poster.pdf
https://assets.publishing.service.gov.uk/media/626669cb8fa8f523b7221b98/UKHSA-should-I-keep-my_child_off_school_guidance-A3-poster.pdf
https://assets.childrenscommissioner.gov.uk/wpuploads/2022/12/aaa-guide-for-parents-on-school-attendance.pdf
https://thegrid.org.uk/wellbeing/wellbeing-and-mental-health/national-resources
https://www.gov.uk/illness-child-education
https://www.nhs.uk/live-well/is-my-child-too-ill-for-school/
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Annex D — Attendance Codes
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Statutory Attendance and Participation Team ;;

i Hertfordshire

In aceordance with the School Atendance (Pupd Registration) (England) Regulations 2024 a pupil should be recorded as present or absant in
the Attandance Register.

(On each occasion the register is taken the appropriate national attendance and absance code must be entered for every pupd (of bath
compulgary and non —compulsory school age) whose name ig listed in the admessions regizter at the tima (exception boardar).

Full information contained in the School Atendance (Pupil Registration) (England) Requlations 2024 and the Statutory Atlendance Guidance
Working Togather 1o improve Attendance 2024

1. Hapupil is present in school the following codes from table 1 should be used

Code Meaning Criteria Statistical Value

i Pregent at school AM Must be in school at registrabion Attending (Presant)

1 Pragant al schaol PM Mugt ba in school at registrabon Attending (Prasant)

L Late arrival bafora register | The pupil was absent whan the regestar started being Attending {prasant)
i& elosed taken bt arrives bafore this regester & chosed.

2. i a pupil is absent from school so that they can attend a place ather than school for any of the following reasans the
relevant code from table 2 should be used.

Cade Meaning Criteria Statistical Value
K Aftending Educabon «  Thae rature of the provison must 2so be Atlending an approved educabonal
provison arranged the LA recorded. activity (presant)
« Code K can only be used if the chid is present
at the provision.
v Aptending an Educational +  The pupil is atiending a place, other than the Aftending an approved educational
visit o trip school or any other schoal at which they are a | activity (presant)

registerad pupil, for an educational visit or trip.

+  Arranged by or on bahalf of the school and
supardsad by a member of school staff.

»  The visit or tip must take place during the
saszion for which it i recorded.

=  Code ¥V can only be used if the pupil i present

al tha vigit.
P Participating in a Sporting + P code can only be used if the pupil i present | Atlending an approved aducational
Activity at the activity The sparting activity must take activity (presant)
P code can only be used if place during the sassion for which it is recorded.
the pupil s prasant at the +  The place is somewhare other than the schoal,
activity another school where the pupil & registered. or
a place whare educational provision has bean
arranged for the pupd by a local authority undar

saction 19(1) of the Education Act 1996 or
sactions 42{2) or 61(1) of the Children and
Familes Act 2014.

= the actiity is of an aducational nature.

=  the school has approved the pupi's attendance
at the place for the acivity; and

= the actiity is supervisad by a person
considerad by the school to have the
approphiate skils, training, exparience, and
knowbedge bo ensure fhat the activity lakes
placa safely and fulfils the educational purposs
fior which the pupd's attendance has baen
approvesd.
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w Attending Work Exparience » W eode can only be used if the pupd is prasent | Atlending an approved educational
at the activity Under arangemants by school or | activity (presant)
LA

In zassion for which it is recorded
The place is somewhere athar than the schoal,
anothar school where the pupil i registerad, or
a place where educational provision has bean
aranged for the pupd by a local authority undar
saction 19(1) of the Education Act 1996 or
seclions 42(2) or 61(1) of the Children and
Famibes Act 2014.
the activity is of an educational nature.
the school has approved the pupil's altandance
at the place for the actvity; and

« M activity I8 supesvizad by a person
consderad by the school o have the
appropiate skils, raning, experience, and
knowledge bo ensure that the aclivity takes
place safaly and fulfils the educaional purpose

fior which the pupi's attendance has baan
approved.
B Aftending any othar +« B code can only be used if the pupil i presant | Allending an agproved educatonal
:ﬂ!{l‘f_ﬂ‘ﬁd Educational al the activity Uinder arrangemants by schoal or | activity (presant)
ity LA

In sassion for which it is recorded

The place is somewhere other than the schoal,
anothar school where the pupil & registenad, or
a place where educaiional provision has been
arranged for the pupd by a local authority undar
saction 19(1) of the Education Act 1996 or
sactions 42(2) or 61(1) of the Children and
Famibes Act 2014,

the activity is of an aducational nature.

the school has approved the pupil's attandance
al the place for the actvity, and

*  the actiity is supervisad by a person
considerad by the schoal to have the
appropdate skills, traning, exparience, and
knowledge bo ensure that the activity takes
place safaly and fulfils the educational purposa
fior which the pupi's atlendance has bean
approved.

+ Az sat out in the DE's guidance on ‘Praviding
ramabe education’. pupils who ane absant from
school and receiving remate education still
rised b be recorded as abssnt using the most
appropriate absence code. Schools should
keep a record of, and monitor pupil's
angagernent with remate education, but this is
nat formally tracked in the attendance register

D Dual Regestared at another +  The school at which the pupdl is scheduled to Mot a possible attendance [naithar
school atlend must record the pupd's attendance and | present or absent)
abzanca with the relevan code.

« Code D may only be used by either school for a
session whare the pupd is scheduled to attend
the other school al which ey are registenad.
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Schools should ensure that they have in place
amangements whereby all unexpected and
unaxplained absences are prompthy followad u

3. W apupil is absant with leave (NB schools not required to follow regulation 11 in granting a leave of absence should still use

the relevant coda)

Code Meaning Criteria Statistical Value
c1 Leave of ahsance - »  Parformance licance issued by LA ar Buthariged absance
performance of regulated »  Body of Parsans Approval issued by LA or
employment abroad e Jusbice of peace has given licanca for pupd to
qo abroad for performance of regulated
purpose
M Leave of absance for o Agreemant in advance Aulhorigad absance
Medical or derital »  Application by parent child nomally lives with
Appointrent e Minimum time necassary
#  Whasa pupil i abzant al reqistration
i Leave of absence far *  Agreement in Advance Authariged absance
Iiterrview »  Applicabon by parent chibd nommally lives with
* In session absance recorded
5 Leave of absence far Authorised absancsa
Studying for public
examination
X Mon — Cadrpulsary Sehoal +  For part time attendance Mt a possible sttendancs (neaithar
age pupil nat required 1o e Ahsence for timetabled sessions 1o use presant of absent)
attand school approprate code and not X
c2 Leave of ahsance - »  Exceplional croumstances Buthariged Absance
compulsary school age pupi +  ifthe school and a parent who the pupd
subyect o part time timatabls narrally lives with have agreed that,
axcaptionally, the pupil should temporarly be
educabed anly part-time.
«  Temporary
*  Sas Working Together bo improve attendance
c Leave of absance +  Exceplional croumstances Auithorised absanca
excaplional croumstances »  No blanket approach
+  Schoal discretion
+«  Ganarally, a nead of desire for a holiday o
other absence for the purposa of leisure and
nacreation wollkl nol constitule an axceplional
circumsiance.
4. Pupil Absent other Authorised reasons
Code Meaning Criteria Statistical Value
T Parent travelling for s The pupd i a mobile child, and their parent(s) | Authoriged absance
occupational purposes. s traveliing in the course of their trade or
buzinass and the pugd is travelling with tham_ A
mabae child is a child of compulsony school age
wiha has no fied abode and whose panent(s) is
engaged in a trade or business of such a
fatune &% to reguine them 1o ravel from place o
placa.
+«  To help ansure contnuity of aducation for
pupils, whan their parent{s) is travelling fior
occupational purposes in England, i Is
axpacted that the pupd should attend a scheol
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wihaa their parent(s) i raveling and ba dual
reqisterad at that school and their mamn school.
R Raligous Observance +  The pupd is absent on a day that is exclusively | Authorised Absance
sel apart for religious chsarvanca by the
religious bady the parent(s) belong to (not the
parants thamsalves)
lllness [ not medical +  The pupd is unable to attend due 1o liness Authorised Absance
appolntment) (bath physical and mental health related).
Schools should advise parents to notify tem
on the first day e child is unable i aftend due
1o illmess.
E Suspended or permanenty +  The pupd is suspended from schoal or Aulhoriged Absance
exchided with no altarmative parmanantly exchuded from school, but their
provision made narme is still entenad in the admission registar,
and mo allsmative provigen has been mads for
the pupd to continue their education
5. Pupil Absent - Unavoidable Cause
Code Meaning Criteria Statistical Value
[¥] Unable to attend school Thera & a lack of access arangements for a pupd whose | Mot a possible attendance
becausa of lack of access home i in England f— (a) a local authority hava a duty
ArTANgarments o make travel arra in redation to the pupil under
section SOBB{1) of the 1996 Act{13) for the purposa of
faciitating the pupd’s attendance al the school and have
failed 1o discharge that duty, (b} a local authority have a
dluty b make traval arra in redation to the pupd
becausa of section SOBE(ZMc) of the 1996 Act(14) for the
purpose of facditating the pupil's attendanca at the school
and have failed to dischange that duty;, or (¢} the school is
an independant school that is not a guakfying school
and— (i) the school is not within walking distance of the
pupi’s home; (i) no sultabls arangements have bean
made by a local authority for boarding accormmadation
fiof the pupil at o niaar e schoal; and (=) no suitable
arrangarmants have been made by a local authority for
enabling the pupd te become a registered pupll al a
qualfying school nesarer (o their home.
¥i Unable to attend dus 1o The pupll ks unable 1o attend bacause the school is not Mot a possible attendance
trangport nommally provided | withen walking distance of their home and the transport to
not been avalable and from the school that is normally provided fior the pugpil
by thi schoal of local authority is not availabls
Y2 Unable to attend dus o The pupil &5 unable to attand the school because of Mot a possible attendance
widespraad ravel disruption | widespraad disruption 1o travel causad by a loeal,
national, of inlernational emergancy
¥3 Unable to attend due io part | Part of the scheal pramises is unavoldably out of use and | Mot a possible attendance
of the school premises beng | the pupil & one of those that the school considars cannod
dlosed practicably be accommodated in those part of the
premizes that remain in usa.
¥4 Unable to attend dus io the | Whare a school was planned 1o be epen for a session, Mot a possible attendance
whola school site baing but the school is closed unaxpactedly (a.g., dus o
unexpectedly closad advarse weather), the attendanca register is nof faken as
usual bacause thare is no school session. Instaad, avery
pupll listed in the adméssion register at the Sme must be
rmarked with code Y4 to record the fact that the school is
chosed.
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Y5

Unable to attend as pupi is
in criminal justice detention

The pupil i unable to attand the school bacauss thay
are:

* in police detention,

+ remanded to youth datenbon, awaiting trial, or
sanbancing., of

= dietained under a senlanca of detantion.

A pupil's absance should be recorded under code YT
{Unable ko attend bacauss of any othar unawoldable
causa) if they are unable to attend because thay ane
senving a cormnmunity based (Le.. non-detained) part of a
santance of detention, reflarral order, or youth
rahabdtation order that requires them io be absent during
the school day

Mot a possible attendance

Unable to attend n
accondanca with public
health guidance or law

The pugil's travel 1o or attendance al the school would
b

= conirary to any guidance refating to the incidence ar
ranamission of infaction or disease publshad by the
Secratary of State for Health and Social Care (or the:
equivalent in Scolland, Wakes and Morthern Ireland), ar «
prohibied by any lageslation nelating fo the incidence or
transmizsion of infection or disease.

Mot a possible attendance

Unable to attend because of
any other unavoldable cause

This code should be used only where somathing in the
nature of an emargency has prevented the pupd from
attending the session in question. The unavosdable cause
riust ba something that affiects the pupd, nat the parent.
The fact that a parant has done all they can 1o secune the
afiendan ce of the pupd at school does not, in itself, mean
the pupil has been preventad by unaveedable cause.
Schools must also record the natune of the unaveldable
causs (regulation 10(6))

Mot a possible attendance

Absent for unauthorisad reasons.

Meaning

Criteria

Statistical Value

B
Code
G

Holiday nat grantsd by
schoal

The school has ned grantad a kave of absence and tha
pupil is absent for the purpose of a holiday.

A school cannot grant a leave of absencs retrospectively.

I thie parent did not apply in advance, leave of absance
should nat be granted.

Unauthorised absanca

Reaszon for absance not yat
established

Whare absance i recorded as code N (reason not yat
astablzhed) in the attendance regster, the corect
abszanca code should be entarad ag soon as the reason &
ascentained, but no more than 5 school days after the
session (regulation 10{7) 1o (9)). Code N must not
therabona be beft on the pupil's attendance record
indefinitaly; if a raason for absence cannol be astablshed
withan 5 school days, schools must amend the pupi's
racord to Code O

Unauthorised absence

Absant in other or unknown
ircurnstances

‘Where no reason for absancs is estabkshed or fhe school
is not satisfied that the reason given is one that would be
recorded using one of the codes statistically dassifisd as
autharisad.

Unauthorised absence

Amived in school afler
regestrabion closed

Whare a pupil has amived late after the register has
closed but befora the and of session.

Schools should actively discourage late arrival, be alart bo
patterns of late arrival and seek an explanation from the

Unauthorised absence
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parent. All schools ane expected to set out in thear
attendance policy the langth of time the register will be
apen, after whach a pupil will be marked as absant. This
should be the sarne for avery sassion and not kagar than

30 ranubes
Administrative Codes
Code Meaning Statistical Valua
z Progpective pugil not on admission register NOT COLLECTED
# Planned whale school elosure NOT COLLECTED
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