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Changes 

July 2024 – Adopted new attendance policy to begin September 2024  

 

July 2025 - Added in 4.2 ‘The same protocol will be followed for a pupil on a reduced timetable but at the time 

they are due into school. ‘ Appendix 1 - new attendance codes  

 

July 2026 -  

Amended 2 - to include RISE attendance improvement - GOV.UK and Attendance toolkit for schools 

Amended 4.4 - A pupil who has not arrived during the registration period will be marked absent and on arrival 

the pupil will be marked using the appropriate code. 

Amended 4.5 - Longcause Community Special School recognises that poor attendance may be an 

indicator of safeguarding concerns. Attendance concerns will be considered alongside welfare, SEND, 

mental health and family circumstances. Where concerns arise, appropriate safeguarding procedures, 

Early Help and multi-agency working will be initiated. 

Amended 4.6 - attendance to be shared with families termly now via PDPs and end of year reports.  

Amended 6 ‘The school recognises that attendance difficulties may be linked to SEND, anxiety, trauma, 

emotional wellbeing, physical health needs or Emotionally Based School Avoidance (EBSA). Attendance 

support will focus on understanding and removing barriers to attendance and making reasonable 

adjustments where appropriate.’ 

Amendment 7.1 - Sharing data timeframes.  

Appendix 2 updated with current information from https://www.plymouth.gov.uk/school-attendance-absence-

and-penalty-notices  

 

 

 

https://www.gov.uk/government/publications/rise-support-for-improving-attendance-in-schools/rise-attendance-improvement
http://gov.uk/
https://attendancetoolkit.blob.core.windows.net/toolkit-doc/Attendance%20toolkit%20for%20schools.pdf
https://www.plymouth.gov.uk/school-attendance-absence-and-penalty-notices
https://www.plymouth.gov.uk/school-attendance-absence-and-penalty-notices
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1. Aims 

We are committed to meeting our obligation with regards to school attendance through our whole-school 
culture and ethos that values good attendance, including: 

● Promoting good attendance  
● Reducing absence, including persistent and severe absence 
● Ensuring every pupil has access to the full-time education to which they are entitled 
● Acting early to address patterns of absence 
● Building strong relationships with families to ensure pupils have the support in place to attend school 
● Promoting a sense of belonging, safety and inclusion for all pupils  

 

2. Legislation and guidance  

This policy meets the requirements of the working together to improve school attendance from the 
Department for Education (DfE), and refers to the DfE’s statutory guidance on school attendance parental 
responsibility measures as well as guidance from DfE RISE attendance improvements. Working together to 
improve school attendance, statutory guidance was amended in February 2024 and to be implemented in 
schools from September 2024. This policy has been updated to meet the requirements. These documents are 
drawn from the following legislation setting out the legal powers and duties that govern school attendance: 

● Part 6 of The Education Act 1996 
● Part 3 of The Education Act 2002 
● Part 7 of The Education and Inspections Act 2006 
● The Education (Pupil Registration) (England) Regulations 2006 (and 2010, 2011, 2013, 2016 

amendments) 
● The Education (Penalty Notices) (England) (Amendment) Regulations 2013 
● School attendance, absence and penalty notices | PLYMOUTH.GOV.UK 
● Working together to improve school attendance - August 2024 - GOV.UK 
● RISE attendance improvement - GOV.UK 
● Attendance toolkit for schools 

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

 
Please note, the latest guidance: 
Keeping Children Safe in Education (KCSIE): 

 

The school recognises that attendance difficulties may be linked to SEND, anxiety, trauma, emotional 
wellbeing, physical health needs or Emotionally Based School Avoidance (EBSA). Attendance support will 
focus on understanding and removing barriers to attendance and making reasonable adjustments where 
appropriate. 

The school recognises that poor attendance may be an indicator of safeguarding concerns. Attendance 
concerns will be considered alongside welfare, SEND, mental health and family circumstances. Where 
concerns arise, appropriate safeguarding procedures, Early Help and multi-agency working will be initiated. 

Guidance recognises that children who are absent from education may be at risk of harm and that absence 
can be an indicator of safeguarding concerns, including neglect, exploitation, mental health difficulties and 
unmet SEND needs." 

 

This policy will be accessible via the school website and all on request from the school.  
 

3. Roles and responsibilities  

3.1 The governing board 

https://www.gov.uk/government/publications/working-together-to-improve-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.legislation.gov.uk/ukpga/1996/56/contents
https://www.legislation.gov.uk/ukpga/2002/32/contents
https://www.legislation.gov.uk/ukpga/2006/40/part/7
https://www.legislation.gov.uk/uksi/2006/1751/contents/made
https://www.legislation.gov.uk/uksi/2006/1751/contents/made
https://www.legislation.gov.uk/uksi/2013/757/contents/made
https://www.plymouth.gov.uk/school-attendance-absence-and-penalty-notices
https://assets.publishing.service.gov.uk/media/66bf300da44f1c4c23e5bd1b/Working_together_to_improve_school_attendance_-_August_2024.pdf
https://www.gov.uk/government/publications/rise-support-for-improving-attendance-in-schools/rise-attendance-improvement
https://attendancetoolkit.blob.core.windows.net/toolkit-doc/Attendance%20toolkit%20for%20schools.pdf
https://www.gov.uk/guidance/complete-the-school-census
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The governing board is responsible for: 

● Promoting the importance of school attendance across the school’s policies and ethos 
● Making sure school leaders fulfill expectations and statutory duties 
● Regularly reviewing and challenging attendance data 
● Monitoring attendance figures for the whole school 
● Making sure staff receive adequate training on attendance 
● Holding the headteacher to account for the implementation of this policy 

3.2 The headteacher  

The headteacher is responsible for:  

● Implementation of this policy at the school  
● Monitoring school-level absence data and reporting it to governors 
● Supporting staff with monitoring the attendance of individual pupils 
● Monitoring the impact of any implemented attendance strategies  

 

3.3 The designated senior leader responsible for attendance 

The designated senior leader is responsible for: 

● Leading attendance across the school 
● Offering a clear vision for attendance improvement 
● Evaluating and monitoring expectations and processes 
● Having an oversight of data analysis 
● Devising specific strategies to address areas of poor attendance identified through data 
● Arranging calls and meetings with parents to discuss attendance issues 
● Delivering targeted intervention and support to pupils and families  

 

The designated senior leader responsible for attendance is Faye James and can be contacted via email: 
fjames@longcause.plymouth.sch.uk 

3.4 The attendance officer 

The school attendance officer is responsible for:  

● Monitoring and analysing attendance data (see section 7) 
● Benchmarking attendance data to identify areas of focus for improvement 
● Providing regular attendance updates to school staff and reporting concerns about attendance to the 

designated senior leader responsible for attendance and the headteacher  
● Working with the EWO/Early Help Team to tackle persistent absence 
● Advising the headteacher when to issue fixed-penalty notices 

The attendance officer is Jade Johnson-Sweet and can be contacted via email: jade.johnson-
sweet@longcause.plymouth.sch.uk 

 
 

3.5 Class teachers 

Class teachers are responsible for recording attendance on a daily basis, using the correct codes, and 
submitting this information to the school office. Registers should be completed by 9.15am and 1.15pm.  
 

3.6 The family team/admin team 

The family team and admin team will: 

● Take calls from parents/carers about absence on a day-to-day basis and record it on the school 
system (SIMS) 

mailto:nfallaize@longcause.plymouth.sch.uk
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● Transfer calls from parents to members of SLT/family team order to provide them with more detailed 
support on attendance  

 

3.7 Parents/carers  

Parents/carers are expected to: 

● Make sure their child attends every day on time (unless there is a valid reason for absence e.g. 
illness) 

● Call or email (longcause.school@plymouth.gov.uk) the school to report their child’s absence before 
9.45am on the day of the absence and each subsequent day of absence (unless stated in the initial 
call) and advise when they are expected to return 

● Provide the school with more than 1 emergency contact number for their child 
● Ensure that, where possible, appointments for their child are made outside of the school day 

3.8 Pupils 

Pupils are expected to: 

● Attend school every day on time (unless there is a valid reason for absence e.g. illness) 
 

4. Recording attendance 

4.1 Attendance register  

We will keep an attendance register, and place all pupils onto this register. We will take our attendance 
register at the start of the first session of each school day and once during the afternoon. 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 1 for the DfE attendance codes. 
 

We will also record: 

● Whether the absence is authorised or not 
● The nature of the activity if a pupil is attending an approved educational activity 
● The nature of circumstances where a pupil is unable to attend due to exceptional circumstances 

 

We will keep every entry on the attendance register for 6 years (updated from 3 years) after the date on which 
the entry was made. The law requires all schools to have an admission register and an attendance register. 
Registers are kept on an electronic management information system containing the required information that 
can be accessed by the DfE.  All pupils must be placed on the admission register and have their attendance 
recorded in the attendance register.  

Pupils must arrive in school by or as near to 9.05am as possible on each school day unless otherwise agreed 
by SLT. However, lots of our pupils arrive on school transport. Therefore, we understand their pupils may 
sometimes be late due to transport delays.  

The register for the first session will be taken at 09.05 and will be kept open until 09.15. The register for the 
second session will be taken at 13.05 and will be kept open until 13.15.   

mailto:longcause.school@plymouth.gov.uk
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Any absence notes from parents/carers will be kept for the remainder of the year (or longer is there are 
absence concerns) and registers will be stored safely when not being used.  

4.2 Unplanned absence  

The pupil’s parent/carer must notify the school of the reason for the absence on the first day of an unplanned 
absence by 09.45 or as soon as practically possible by calling the school office staff (see also section 7). 

If the call is not answered, parents/carers should leave a message stating the name of the pupil and reason 
for absence. If a call has not been received by 09.45, a member of the family team will contact the 
parent/carer to establish the reason for absence.  

We will mark absence due to illness as authorised unless the school has a genuine concern about the 
authenticity of the illness. If the authenticity of the illness is in doubt, the school will gather further information 
from parents/carers.  

If the school is not satisfied about the authenticity of the illness, the absence will be recorded as unauthorised 
and parents/carers will be notified of this in advance. 

4.3 Planned absence  

Attending a medical or dental appointment will be counted as authorised as long as the pupil’s parent/carer 
notifies the school in advance of the appointment. Parents/carers can notify school by phone call or email. 

We encourage parents/carers to make medical and dental appointments out of school hours where possible. 
Where this is not possible, the pupil should be out of school for the minimum amount of time necessary. 

The pupil’s parent/carer must also apply for other types of term-time absence as far in advance as possible of 
the requested absence. Go to section 5 to find out which term-time absences the school can authorise.  

4.4 Lateness and punctuality  

Ongoing punctuality issues will be monitored by the attendance officer and family team.  

A pupil who has not arrived during the registration period will be marked absent and on arrival the pupil will be 
marked using the appropriate code. 

The majority of our pupils come in on school transport so are unable to control their time of arrival. However, 
when pupils are regularly coming in late, a member of the family team/the attendance officer will discuss this 
with the pupil (if travel trained) or the parent/carer/transport staff to explain the importance of arriving on time. 

For travel trained pupils, systems are in place for pupils to call if they are due to arrive late into school. If 
pupils have not called or have not arrived by 09.15 the school will have pupils’ personal number so will call 
them to ensure safety and to gather an expected time of arrival.  

4.5 Following up unexplained absence 

Where any pupil we expect to attend school does not attend, or stops attending, without reason, the school 
will: 

● Call the pupil’s parent/carer on the morning of the first day of unexplained absence (if no contact has 
been made by 09.45) to ascertain the reason. The same protocol will be followed for a pupil on a 
reduced timetable but at the time they are due into school.  

● Identify whether the absence is approved or not 
● Identify the correct attendance code to use and input it as soon as the reason for absence is 

ascertained 
● Call the parent/carer on each day that the absence continues (unless the duration is stated in the 

call/email on day 1) to ensure proper safeguarding action is taken where necessary. If absence 
continues, the school will continue to call on each day and will consider involving an education welfare 
officer. 

If the school cannot contact the parent/carer, they will:  

● Call all of the pupil’s emergency contacts. 
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● Leave a message on the answerphone for the parent/carer to contact the school ASAP.  
● Transport will then be contacted to ascertain if they have spoken to the parent/carer.  
● Repeated phone calls will be made until contact with the parent has been reached.   
● At 2pm, if no contact has been made, a member of staff (often a member of the family team or SLT) 

will make a home visit.  
● If there is no contact during the home visit, contact will be made with the MASH consultation line 

and/or police. The school will continue to request updates on any contact made. NB: police will only 
enter the house if there is a genuine risk of serious injury or death.  

 

We recognise that poor attendance may be an indicator of safeguarding concerns. Attendance concerns will 
be considered alongside welfare, SEND, mental health and family circumstances. Where concerns arise, 
appropriate safeguarding procedures, Early Help and multi-agency working will be initiated. 

 

4.6 Reporting to parents/carers 

The school will inform parents about their child’s attendance and absence levels via reviewed PDP 
documentation and final year reports.  
 

5. Authorised and unauthorised absence  

Any child who is absent from school at the morning or afternoon registration period must have their absence 
recorded as being authorised, unauthorised or as an approved educational activity [attendance out of school]. 
Only the headteacher or a member of staff acting on their behalf can authorise absence. If there is no known 
reason for the absence at registration, then the absence must be recorded in the first instance as 
unauthorised. 

5.1 Approval for term-time absence  

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

The school considers each application for term-time absence individually, considering the specific facts, 
circumstances and relevant context behind the request.  

Any request should be submitted as soon as it is anticipated and in accordance with any leave of absence 
request form, accessible via the school website or from the school reception. The headteacher may require 
evidence to support any request for leave of absence.  

Valid reasons for authorised absence include: 

● Illness and medical/dental appointments (see sections 4.2 and 4.3 for more detail) 
● 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 

● Traveller pupils travelling for occupational purposes – this covers Roma, English and Welsh gypsies, 
Irish and Scottish travellers, showmen (fairground people) and circus people, bargees (occupational 
boat dwellers) and new travellers. Absence may be authorised only when a traveller family is known 
to be travelling for occupational purposes and has agreed this with the school, but it is not known 
whether the pupil is attending educational provision 

● Please see appendix 2 (school absence form) for further examples  

5.2 Legal sanctions 

● Legal intervention will normally be considered only after support, engagement and reasonable 

attendance improvement strategies have been offered. 
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● The National Framework for Penalty Notices for school absence has been published by the 

Department for Education. The national framework for penalty notices came into effect from 19th 

August 2024 and will apply to all forms of unauthorised absence from school, including unauthorised 

holidays during term time. See appendix 2  

 

6. Strategies for promoting attendance 

The school recognises that attendance difficulties may be linked to SEND, anxiety, trauma, emotional 

wellbeing, physical health needs or Emotionally Based School Avoidance (EBSA). Attendance support will 

focus on understanding and removing barriers to attendance and making reasonable adjustments where 

appropriate.  

● The school provides early help and preventative action to support families. 
● Good attendance is promoted on the weekly newsletter and on the website for families. 
● Families are provided with termly updates on their child’s attendance and absence figures  
● SLT/family Team meet with families where attendance concerns arise. Barriers to good attendance 

are explored and plans are made to promote good attendance.  
● Environment and timetable changes are made for pupils with attendance concerns.  
● ‘Check-ins’ are provided for pupils, where necessary, to encourage good attendance.  
● Pupils are welcomed back after absence from school and support is given to help them to re-adjust to 

school routines to encourage good attendance.  
● Additional interventions and support are put in place, based on family and pupil need, to avoid 

persistent or severe absence and thus prevent a child missing education (including when mental 
health impacts on attendance).  

 

7. Attendance monitoring 

7.1 Monitoring attendance 

The school will: 

● Attendance data is reviewed at least fortnightly by school leaders. 

● Attendance data is discreetly shared and analysed by the whole teaching team termly for any 

pupils below 90%  

● Attendance data is shared with with whole school staff termly in morning meetings  

● Identify whether or not there are particular groups of children whose absences may be a cause for 
concern (including pupils in the following groups: FSM, CLA, Adopted, EAL, EM, Service, Vision) 

● The school shares attendance data with the Department for Education in line with statutory 

requirements and uses attendance reports and benchmarking tools to identify pupils requiring 

support. 

● Governors will receive regular attendance reports, challenge trends and monitor the 

effectiveness of attendance strategies for vulnerable groups including pupils with SEND, pupils in 

care and those who are persistently or severely absent. 

7.2 Analysing attendance 

The school will: 
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● Analyse attendance and absence data regularly to identify pupils or cohorts that need additional 
support with their attendance, and use this analysis to provide targeted support to these pupils and 
their families 

● Look at historic and emerging patterns of attendance and absence, and then develop strategies to 
address these patterns   

 

7.3 Using data to improve attendance 

The school will: 

● Provide regular attendance updates to class teachers and other school leaders, to facilitate 
discussions with pupils and families 

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

7.4 Reducing persistent and severe absence 

Persistent absence is where a pupil misses 10% or more of school, and severe absence is where a pupil 
misses 50% or more of school. 

The school will: 

● Use attendance data to find patterns and trends of persistent and severe absence 
● Hold regular meetings with the parents/carers of pupils who the school (and/or local authority) 

considers to be vulnerable, or are persistently or severely absent, to discuss attendance and 
engagement at school 

● Provide access to wider support services to remove the barriers to attendance 
● Provide adaptations to environment, staffing and pupil timetables to reduce levels of persistent or 

severe absence.  
 

8. Monitoring arrangements  

This policy will be reviewed as guidance from the local authority or DfE is updated, and as a minimum, yearly 

by the headteacher, senior leader for attendance. At every review, the policy will be approved by the full 

governing board.  

9. Links with other policies  

This policy links to the following policies: 

● Child protection and safeguarding policy 
● Behaviour and emotional support policy 
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Appendix 1:  new attendance codes  
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Appendix 2: absence request form  
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National Framework for Penalty Notices 

1. A new national threshold of 10 unauthorised sessions for any reason (equivalent to 5 

school days) within a rolling 10 school week period for when a penalty notice must be 

considered. A penalty fine can be issued for any combination of unauthorised absences over a 10- 

week rolling period. They can be consecutive or non-consecutive and can span over two terms. 

 

2. An increase in the penalty fine from £60 to £80 if paid in 21 days. If the fine is not paid by 

the first 21 days, it will rise to £160 if paid within 28 days of being issued. 

 

3. If a 2nd penalty fine is issued to the same parent for the same child within a 3-year rolling 

period, the fine will automatically rise to £160 with no option to pay the lower rate of 

£80. 

 

4. If a parent then commits a third offence in a 3-year rolling period, the local authority will 

need to consider options available to them to improve attendance. 

 

5. The current penalty notice warning letter used for unauthorised absence (not holiday) 

will be changed to a Notice to Improve. 

The new national threshold will begin from 19th August 2024. Therefore, parents previously issued with 

penalty notices will have a clean slate in terms of the national limit of 2 penalty notices in a 3-year rolling 

period. 

Parents who have booked holidays in prior to 19th August 2024 for which an absence request form has not 

been completed or where they have already been informed the absence is unauthorised, will be subject to the 

new increased fine amount if they choose to continue to take their child out of school. 

 

Penalty notices can be issued by a headteacher, local authority officer or the police.  

The decision on whether or not to issue a penalty notice may take into account: 

● The number of unauthorised absences occurring within a rolling academic year  
● One-off instances of irregular attendance, such as holidays taken in term time without permission 
● Where an excluded/suspended pupil is found in a public place during school hours without a 

justifiable reason 

If the payment has not been made after 28 days, the local authority can decide whether to prosecute or 
withdraw the notice. Please note: no fines will be provided for holiday absences equivalent to 10 sessions or 
less in a rolling 12-month period based on changes to Plymouth City Council’s school absence policy.  

 


