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This policy has been written and updated to reflect the changes within the Department for Education’s and
Nottinghamshire County Council’s 2024 school attendance legislation, guidance and procedures. Further details in
regard to specific items and processes referred to in the policy can be found in their two documents which are
hyperlinked below.

Department for Education: Working together to improve school attendance (applies from 19 August 2024)
(publishing.service.gov.uk)

Nottinghamshire County Council: Improving School Attendance Toolkit | NCC School

The importance of school attendance

Improving attendance is everyone’s business. The barriers to accessing education are wide and complex, both
within and beyond the school gates, and are often specific to individual pupils and families. The foundation of
securing good attendance is that school is a calm, orderly, safe, and supportive environment where all pupils want
to be and are keen and ready to learn.

Some pupils find it harder than others to attend school and therefore at all stages of improving attendance,
schools and partners should work with pupils and parents to remove any barriers to attendance by building
strong and trusting relationships and working together to put the right support in place. Securing good
attendance cannot therefore be seen in isolation - effective practices for improvement will involve:

close interaction with schools’ efforts on curriculum
behaviour and bullying

special educational needs support

pastoral and mental health support wellbeing
effective use of resources, including pupil premium

It cannot solely be the preserve of a single member of staff, or organisation, it must be a concerted effort across
all teaching and non-teaching staff in school, the trust, the local governing body, the local authority, and other
local partners.

The law on school attendance and right to a full-time education

The law entitles every child of compulsory school age to a full-time education suitable to their age 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. This means their child must attend every day that the school is open, except in
a small number of allowable circumstances such as being too ill to attend or being given permission from the
school for an absence in advance.

Working together to improve attendance

Successfully treating the root causes of absence and removing barriers to attendance requires schools and local
partners to work collaboratively with families - and not against families. All partners should work together to:

Monitor
Rigorously use attendance data to identify patterns of poor attendance as soon as possible so all parties can
work together to resolve them before they become entrenched.

Expect
Aspire to high standards of attendance from all pupils and parents and build a culture where all pupils can, and
want to, be in school and ready to learn by prioritising attendance improvement across the school
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Listen & understand
When a pattern is spotted, discuss with pupils and parents to listen and understand barriers to attendance, and
agree how all partners can work together to resolve them.

Facilitate support

Remove barriers in school and help pupils and parents 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 engaged with, the school and 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 attendance contract
or education supervision order.

Enforce

Where all other avenues have been exhausted and support is not working, or not being engaged with, enforce
attendance through statutory intervention: a penalty notice in line with the National Framework or prosecution
to protect the pupil’s right to an education.

Expectations of schools

All schools have a continuing responsibility to proactively manage and improve attendance across their school
community. Attendance is the essential foundation to positive outcomes for all pupils and is therefore seen as
everyone’s responsibility in school.

Schools will:

e Develop and maintain a whole school culture that promotes the benefits of high attendance

e Have a clear school attendance policy which all leaders, staff, pupils, and parents understand

e Accurately complete admission and attendance registers and have effective day to day processes in place
to follow-up absence

e Regularly analyse attendance and absence data to identify pupils or cohorts that require support with
their attendance and put effective strategies in place

e Build strong relationships with families, listen to and understand barriers to attendance and work with
families to remove them

e 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

e Be particularly mindful of pupils absent from school due to mental or physical ill health or their special
educational needs and/or disabilities and provide them with additional support.

Expectations upon the trust boards and locally governing bodies

Improving attendance requires constant focus. Effective whole school approaches require regular ongoing
support, guidance, and challenge. The expectation upon the Trust and local governing bodies is to:

e Recognise the importance of school attendance and promote it across the school’s ethos and policies

e Ensure school leaders fulfil expectations and statutory duties

e Regularly review attendance data, discuss, and challenge trends, and help school leaders focus
improvement efforts on the individual pupils or cohorts who need it most

e Ensure school staff receive adequate training on attendance

e Share effective practice on attendance management and improvement across schools
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Expectations of local authorities

The local authority has a crucial role in supporting pupils to overcome barriers to good attendance and ensuring
all children can access the full-time education to which they are entitled. Local authorities are facilitators of wider
support needed by individual families and schools to overcome barriers in the short term. They are also strategic
leaders that work across a geographical area to remove barriers in the longer term. The expectation upon the
local authority is to:

e Rigorously track local attendance data to devise a strategic approach to attendance that prioritises the
pupils, pupil cohorts and schools on which to provide support to, and focus its efforts to unblock area
wide barriers to attendance

e Provide a School Attendance Support Team that offers the following:

Communication & advice

Targeting support meetings
Multi-disciplinary support for families
Legal intervention

pwWwN e

e Monitor and improve the attendance of children with a social worker through their Virtual School Head

Persistent and severe absence

Where absence escalates and pupils miss 10% or more of school, working alongside the local authority, schools
will put additional targeted support in place to remove any barriers to attendance and re-engage these pupils. In
doing so, schools should sensitively consider some of the reasons for absence and understand the importance of
school as a place of safety and support for children who might be facing difficulties, rather than reaching
immediately for punitive approaches.

Severely absent pupils are those that are missing 50% or more of school. Particular focus should be given by all
schools and partners to prioritise these pupils for support.

Attendance legal intervention

As absence is so often a symptom of wider issues a family is facing, schools, the Trust and the local authority will
work together with other local partners to understand the barriers to attendance and provide support. Where
that is not successful, or is not engaged with, the law protects pupils’ right to an education and provides a range
of legal interventions to formalise attendance improvement efforts, and where all other avenues have been
exhausted, enforce it through prosecuting parents. Attendance legal intervention can only be used for pupils of
compulsory school age and decisions should be made on an individual case by case basis.

The full range of legal interventions are to be considered when making decisions on an individual case by case
basis.

These are:

Attendance contract
Education supervision orders
Attendance prosecution
Fixed penalty notices
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Contents of the admissions register (‘the school roll’)

The school admission register, sometimes known as the ‘the school roll’, must be kept in accordance with
regulation 8 of the School Attendance (Pupil Registration) (England) Regulations 2024.

It is vital that the admission register is kept up to date. Schools should encourage parents to inform them of any
changes whenever they occur and ensure the admission register is amended as soon as possible. Changes could
include pupils with a new address and/or school.

A pupil’'s name can only be deleted from the admission register for a reason set out in regulation 9 of the School
Attendance (Pupil Registration) (England) Regulations 2024. A pupil’s name must not be removed for any other
reason and doing so would constitute off-rolling.

Contents of the attendance register

All schools must keep an attendance register in accordance with regulation 8 of the School Attendance (Pupil
Registration) (England) Regulations 2024.

Schools must take the attendance register at the beginning of each morning session and once during each
afternoon session. On each occasion the register is taken, the appropriate national attendance and absence code
must be entered for every pupil. The codes are set out in regulation 10 of the School Attendance (Pupil
Registration) (England) Regulations 2024.

The national attendance and absence codes are used to record and monitor attendance and absence in a
consistent way and are used to collect statistics through the School Census system. This data helps schools and
the Trust to gain a greater understanding of the level of, and the reason for, absence and the delivery of
education.

Roles and responsibilities

All members of the school community have roles and responsibilities in promoting and ensuring good attendance
and punctuality. Please read the following tables and appendices to see the detail of these and actions taken in
relation to them.

Relevant government guidance

School Attendance (Pupil Registration) (England) Regulations 2024 as hyperlinked at the start of this document.
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Appendix 2

Attendance Summary for Parents

Our Expectations of You

What We Will Do

Ensure your child attends school every day.
o School start time: 8.50am
o School end time: 3.25pm (F2/KS1)/3.30pm (KS2)
o The class register will remain open until 9am and
pupils arriving before this time will be given a
present mark (/).
o Any child arriving at school between 9am and
9.20am will be given a late mark (L).
o If achild arrives at school after 9:20am, this will be
recorded as an unauthorised absence.
Notify school as soon as possible if your child is going to be
absent.
Only request time out of school if there are exceptional
circumstances. The Leave of Absence form can be found
here: https://forms.office.com/e/M8ygeyp02v
Book any medical appointments outside of the school day
when possible.
If a child is going to be absent (eg: in the event of iliness)
contact the school office before 9am so that the reason for
absence is known and can be recorded in the register
correctly. If the absence continues, parents should contact
the office each day, unless a longer period of absence has
already been communicated and agreed.

Have a clear school attendance policy.

Support all pupils to feel welcomed at school.
Contact home by 10am if a child is absent and we
haven’t had a reason.

Where we have concerns, and we haven’t had any
contact from home, we may make house calls.
Provide a point of contact for parents to discuss
any attendance concerns: At RBPS this is the Head
teacher Mrs L Barbuti via admin@rbps.org.uk or
0115 956 0995

Develop a whole school culture that promotes the
benefits of good attendance e.g. attendance
awards, letters.

Actions When Attendance is a Concern

Where attendance falls between 90 and 95%

Share attendance information on a termly basis.
We may write to you, letting you know about our
attendance concerns and offering support.

Where attendance falls below 90%

We will write to you, letting you know about our
attendance concerns and offering support.

We will initially monitor attendance for a 6 week
period.

If attendance doesn’t improve, we will write to you
again to arrange a meeting to discuss our concerns
and create an action plan.

We will explain possible legal interventions.

Where attendance is persistently below 90% and there has
been no improvement following support offered

Initiate ‘Notice to improve’ attendance plan or
‘Improving Attendance Contract’ to be in place for
a set monitoring period.

If attendance does not improve, school will refer to
the Local Authority for fixed penalty notice or court
procedures.

Leave of Absence/Holidays in term time

School will only authorise leave of absence during term time where there are exceptional circumstances.

School will not authorise holidays during term time.

The following are examples of reasons not deemed to be exceptional:
o My work does not allow me to take holidays during the school holiday periods

My child has good or 100% attendance

O 0 O 0 O O

Days overlapping with the beginning or end of term
My child needs a holiday at quieter times due to their needs
Our holiday has been gifted/arranged by others and we did not have a choice of dates

Availability of cheaper holidays and travel arrangements
We booked the holiday before checking with the school
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o Holiday dates of siblings/family at other schools are different

o Day trips/Birthday plans

o It's a special sporting fixture/show/event | want my child to attend
If a child has been reported as unwell and a holiday is suspected, school will report to the local authority for a penalty
notice fine. School is expected to carry out home visits.
School will look at child’s overall attendance figures, when considering referring to the Local Authority for issuing of a
fixed penalty notice.
Parents will receive a warning of penalty notice for unauthorised leave.
School will notify parents of penalty notice, should unauthorised leave of absence be taken (10 sessions over a 10-
week rolling period).

Pupils arriving late to school

Pupils arriving after the register closes will be marked as unauthorised. This is after 9.20am.

School will look at child’s overall attendance figures, when considering referring to the Local Authority for issuing of a
fixed penalty notice.

Parents will receive a warning of a penalty notice for unauthorised leave.

If a child is late after the register closes for 10 sessions over a 10-week rolling period. School will notify parents of a
penalty notice.
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