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Related policies: 
 

Purpose: 
This policy outlines the aims, objectives, roles and responsibilities, absence management 
protocols and legal requirements. Local attendance procedures reflect this policy and provide 
more details about the operating model in each THPT school. This policy has been updated in 
June 2024 to meet the requirements in the 2024 release of Working Together to Improve school 
Attendance 

 
Working Together to Improve School Attendance - Working together to improve 
school attendance (applies from 19 August 2024) (publishing.service.gov.uk) 
Summary Table of Responsibilities for School Attendance - Summary table of responsibilities 
for school attendance (applies from 19 August 2024) (publishing.service.gov.uk) 
Securing good attendance and tackling persistent absence Securing good attendance and 
tackling persistent absence - GOV.UK (www.gov.uk) 
Children Missing in Education Stat guidance template (publishing.service.gov.uk) 

The Education (Pupil Registration)(England) Regulations 2006 - The Education (Pupil 
Registration) (England) Regulations 2006 (legislation.gov.uk) 
The most recent version of Keeping Children Safe in Education 
Arranging education for those who cannot attend school because of health needs Arranging 
education for children who cannot attend school because of health needs 
(publishing.service.gov.uk) Supporting pupils at school with medical conditions Supporting 
pupils at school with medical conditions (publishing.service.gov.uk) 

 
THPT Policies 
Students with Medical Conditions 
Safeguarding and Child Protection Policy 
Respectful Relationships and Behaviour Policy 
Suspensions and Exclusions Policy 
Mental Health and Emotional Wellbeing Policy 

https://assets.publishing.service.gov.uk/media/65f1b048133c22b8eecd38f7/Working_together_to_improve_school_attendance__applies_from_19_August_2024_.pdf
https://assets.publishing.service.gov.uk/media/65f1b048133c22b8eecd38f7/Working_together_to_improve_school_attendance__applies_from_19_August_2024_.pdf
https://assets.publishing.service.gov.uk/media/65f1b048133c22b8eecd38f7/Working_together_to_improve_school_attendance__applies_from_19_August_2024_.pdf
https://assets.publishing.service.gov.uk/media/65e8ae343649a2001aed63aa/Summary_table_of_responsibilities_for_school_attendance__applies_from_19_August_2024_.pdf
https://assets.publishing.service.gov.uk/media/65e8ae343649a2001aed63aa/Summary_table_of_responsibilities_for_school_attendance__applies_from_19_August_2024_.pdf
https://assets.publishing.service.gov.uk/media/65e8ae343649a2001aed63aa/Summary_table_of_responsibilities_for_school_attendance__applies_from_19_August_2024_.pdf
https://www.gov.uk/government/publications/securing-good-attendance-and-tackling-persistent-absence/securing-good-attendance-and-tackling-persistent-absence
https://www.gov.uk/government/publications/securing-good-attendance-and-tackling-persistent-absence/securing-good-attendance-and-tackling-persistent-absence
https://www.gov.uk/government/publications/securing-good-attendance-and-tackling-persistent-absence/securing-good-attendance-and-tackling-persistent-absence
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/550416/Children_Missing_Education_-_statutory_guidance.pdf
https://www.legislation.gov.uk/uksi/2006/1751/regulation/8/made
https://www.legislation.gov.uk/uksi/2006/1751/regulation/8/made
https://assets.publishing.service.gov.uk/media/657995f0254aaa000d050bff/Arranging_education_for_children_who_cannot_attend_school_because_of_health_needs.pdf
https://assets.publishing.service.gov.uk/media/657995f0254aaa000d050bff/Arranging_education_for_children_who_cannot_attend_school_because_of_health_needs.pdf
https://assets.publishing.service.gov.uk/media/657995f0254aaa000d050bff/Arranging_education_for_children_who_cannot_attend_school_because_of_health_needs.pdf
https://assets.publishing.service.gov.uk/media/5ce6a72e40f0b620a103bd53/supporting-pupils-at-school-with-medical-conditions.pdf
https://assets.publishing.service.gov.uk/media/5ce6a72e40f0b620a103bd53/supporting-pupils-at-school-with-medical-conditions.pdf
https://assets.publishing.service.gov.uk/media/5ce6a72e40f0b620a103bd53/supporting-pupils-at-school-with-medical-conditions.pdf
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Aims and Objectives 

THPT regards excellent child/young person attendance as a key factor in underpinning welfare 

and progress. This policy will enable THPT schools to promote the importance of good 

attendance and challenge attendance issues. The policy safeguards the rights of 

children/young people to be educated. This policy should be implemented in light of any 

government guidelines published since the ratification of the policy. 

 
The aims of the policy are to: 

 
• Promote the strong and proven links between attendance, attainment and progress. 

• Promote a culture of positive attitudes towards school attendance. 

• Encourage all children/young people to have excellent attendance. 

• Promote a high standard of attendance for all children/young people. 

• Promote good practice in relation to safeguarding. 

• Ensure fairness of treatment for all to ensure the welfare of all. 

• Ensure that attendance issues are challenged consistently. 

• Encourage a positive partnership with parents/carers. 

• Support children/young people to maintain good attendance and punctuality, in 

preparation for their future, both in education and the world of work. 

 
What is Excellent Attendance? 

 
Where appropriate we will always encourage our children/young people to aim for 100% 

attendance. However, we appreciate that for some of our children/young people this is not 

possible, owing to circumstances beyond their control. Excellent attendance means that a 

child/young person never misses a day of school without an exceptionally good reason and 

authorised reason. Our schools will recognise and celebrate those with 100% attendance, 

whilst also recognising celebrating those who have improving and excellent attendance, 

especially those children/young people who achieve this in challenging circumstances. 

Excellent attendance will be different for different children/young people, attendance targets 

should consider individual needs. 

 
Promoting Good Attendance and Punctuality 

 
All THPT schools will promote a culture of excellent attendance where all stakeholders 

understand their role in promoting excellent attendance. The links between attendance, 

progress and attainment will be made explicit at every possible opportunity. Schools should 

take a proactive approach to managing attendance. This includes: 

 

• Developing a whole school culture where excellent attendance and punctuality is 

valued, celebrated and promoted. 

• Celebrate consistently good and improved attendance and punctuality. 

• Ensure that key messages and strategies regarding making a positive contribution to 

the school’s attendance strategy are addressed in meetings and INSET throughout 

the year.
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• Ensure that attendance is regularly discussed at SLT and Pastoral Leadership 

meetings. 

• Have high expectations – offer support, but always challenge where reasons for 

absence fall below the threshold of what is acceptable. 

• Ensure all stakeholders are aware of the benefits of attending school and the 

opportunities lost from poor attendance. 

• Ensure all stakeholders are aware of their responsibilities and where to seek support 

if required. 

• Ensure that early interventions are in place to support children/young people to have 

every opportunity to have good and improved attendance. 

• Develop a positive approach to attendance where using punitive consequences such 

as fines is the last resort. 

 
Stakeholder Expectations 

 
To ensure the best possible school attendance all stakeholders must work collaboratively to 

ensure the following criteria is met: 

 
• Expect an excellent standard of attendance and recognise those who have excellent 

attendance and those who have improved their attendance. An excellent standard of 

attendance means that children/young people do not miss school without a very good 

reason. 

• Monitor attendance rigorously. 

• Listen and understand to parents/carers and children/young people to understand 

barriers to attendance and work together to resolve them. 

• Facilitate Support to remove barriers inside and outside of school. 

• Formalise support when voluntary interventions are successful, involving the local 

authority where appropriate. 

• Enforce expectations by prosecution where all other interventions have been tried 

and been unsuccessful. 

 
Administration and Accountability 

 
The Trust Board will ensure the Attendance Policy reflects the ethos of THPT, establishes 

the policy and considers feedback on its effectiveness. 

 
The Local Governance Board (LGB) will monitor the implementation of the policy and keep 

it under review, feeding back recommended changes to the Trust board. It will ensure that 

attendance expectations are communicated to children/young people and parents, is non-

discriminatory and the expectations are clear. 

The Local Governance Board, Principal and staff will ensure that there will be a consistent 

application of the policy and procedures which will take into account gender, race, culture & 

ethnicity, SEN, disability, religion or belief, sexual orientation, pregnancy and gender 

reassignment by:
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• Taking an active role in attendance improvement, support their school(s) to prioritise 

attendance, and work together with leaders to set whole school cultures. 

• Ensuring school leaders fulfil expectations and statutory duties. 

• Ensuring school staff receive training on attendance. 

• Ensuring parents are informed of the statutory nature of this policy. 

 
The Principal should promote a culture of excellent attendance and is accountable for the 

implementation of the policy. The Principal will delegate the responsibility for its day-to-day 

management to the SLT and others. 

 

Staff, including teachers, support staff and volunteers, will be responsible for ensuring 

that the policy and procedures are followed and consistently and fairly applied. Mutual support 

amongst all staff in the implementation of the policy is essential. Staff have a key role in 

advising the Principal on the effectiveness of the policy and procedures. 

Stakeholder Roles and Responsibilities 

Children/Young People 

Take pride in their attendance and punctuality by: 

• Aiming to have excellent attendance. 

• Show resilience and ask for help when needed. 

• To attend all lessons 

• To be on time to school and lessons each day. 

• Attend school appropriately prepared for the day. 

 
Parents and Carers 

• Work in partnership with the school to ensure your children/young people attend 

school every day, unless a statutory reason for non-attendance applies. 

• Actively promote the link between attendance and attainment/progress. 

• Only book holidays and other events during school holidays. Booking holidays and 

events during term time results in a child/young person missing their education. 

• Ensure your child/young person arrives in school on time for registration and well 

prepared for the school day. 

• Contact the school promptly whenever any problem occurs that may keep your 

child/young person away from school giving details of the reason they are unable to 

attend. 

• Contact the school office or absence line regarding any unforeseen absence (e.g. 

illness/ family emergency), in line with the school’s attendance procedures 

• As far as possible ensure that non-urgent medical or dental appointments are made 

outside of the school day or avoiding registration periods, in line with the school’s 

attendance procedures.
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Schools 

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

attendance. 

• Accurately complete admission and attendance registers 

• Have robust daily processes to follow up absence. 

• Have a dedicated senior leader with overall responsibility for championing and 

improving attendance. 

• Ensure that a holistic approach to attendance interventions is undertaken, where 

appropriate involving other stakeholders including the child/young person, parent, 

inclusion, behaviour support. 

• Monitor attendance, and where concerns are identified, consult with parents/carers 

outside agencies to agree actions to address identified issues. 

• Inform local Governors of attendance data through Leadership reports. 

• Inform parents of attendance percentages for their children/young people in line with 

the school’s reporting procedures. 

• Ensure that all stakeholders can access the school’s attendance policy via the school 

Website. 

 
Principals (or member of senior staff with responsibility for attendance) 

• Ensure the importance of excellent attendance is promoted at every possible 

opportunity. 

• Consider requests for absence and meet with parents to discuss such requests, as 

necessary All requests for absence will be viewed in light of what is best for the 

child’s/young person’s academic wellbeing. 

• Ensure that all stakeholders are held accountable for their role in ensuring a positive 

culture in relation to attendance (stakeholders include children/young people, 

parents/carers, school staff and the representatives of the local authority) 

• Make referrals to the Local Authority for the issue of Fixed Penalty Notices (FPNs) 

where appropriate. 

• Ensure attendance protocols and practices are in line with emerging national guidelines. 
• Ensure parents/carers are made aware of any changes made to attendance procedures 

and protocols. 

 

Class Teachers and Tutors 

• Promote the links between attendance and attainment/progress. 

• Foster a positive culture towards attendance with their tutor groups and classes. 

• Make contact with parents/carers to celebrate good and improving attendance. 

• Make contact with parents/carers to addresses attendance concerns and offer support. 

• Take registers accurately and on time. 

• Report any anomalies in registers using the school procedures. 

• Report any concerns relating to attendance to the relevant year/school/safeguarding 

leaders.
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School Attendance Administrator/ Manager 

• Ensure registers are accurate and add additional information for lateness and absences. 

• Ensure that attendance coding is consistent and that N codes are never on registers 

for more than 5 days after they are entered. 

• Attendance codes should be recorded accurately and consistently and accurately in line 

with the codes set out on pages 76-91 of Working Together to Improve School 

Attendance (Working together to improve school attendance (applies from 19 August 

2024) (publishing.service.gov.uk). Leaders should ensure that staff are educated on 

new codes and changes to coding. 

• Support the SLT in monitoring and identifying levels of absence/lateness causing 

concern. 

• Monitor individual children/young people and groups of children/young people. 

• Support attendance interventions and meetings. 

• Report any concerns relating to attendance to the relevant year/school/safeguarding 

leaders via the established school procedures. 

• Liaise with IO to support children/young people who are Persistently Absent and 

Severely Persistently Absent. 

• Organise and provide relevant data for attendance panels. 

 
Local Authority 

 
• 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 to 

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. 
 

 
Legal Requirements 

• Children/young people attendance, absence and punctuality to be recorded accurately, 

including those in Alternative Provision. 

• Registers may be used in court proceedings for non-attendance. 

• Children/young people must not be allowed to take a register. 

• Children/young people removed from roll must be reported to the Inclusion Welfare 

Service. 

 

Key Groups 

 
Schools will monitor whole school attendance and analyse the attendance of key groups. 

These groups will include: 

• Year group 

• Gender 

• Pupil Premium Children/young people

https://assets.publishing.service.gov.uk/media/65f1b048133c22b8eecd38f7/Working_together_to_improve_school_attendance__applies_from_19_August_2024_.pdf
https://assets.publishing.service.gov.uk/media/65f1b048133c22b8eecd38f7/Working_together_to_improve_school_attendance__applies_from_19_August_2024_.pdf
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• Children/young people eligible for Free School Meals 

• Children/young people with special educational needs/disabilities (SEND) 

• Children/young people with social workers 

• Children/young people with medical needs 

• Any other groups as identified by the school as a priority – these groups could be 

based on ethnicity, culture or vulnerability. 

 

Attendance leads are free to set the frequency of reporting an attendance overview to SLT. 

However, it is recommended that this data is reviewed on a fortnightly basis. Attendance 

leads are free to determine the method of identifying attendance data for internal purposes 

(FFT, SIMS, PARS, Internal monitoring). Attendance data that is reported to the trust must 

be reported using the Trust’s Management Information System (MIS)to enable a like for like 

comparison. 

 
When offering support to children/young people and their parents/carers to improve 

attendance the following attendance thresholds will be possible indicators for intervention: 

 

• Children/young people with attendance below 95% 

• Children/young people with attendance below that of their peers 

• Children/young people who are at risk of becoming persistently absent. 

• Children/young people who are persistently absent (Children/young people with 

attendance below 90%) 

• Children/young people who are severely persistently absent (Children/young people 

with attendance below 50%) 

 
Attendance of Vulnerable Children/Young People 

Whilst all children and young people can be vulnerable there are certain characteristics that 
may mean a child or young person is more vulnerable than their peers. Characteristics or 
experiences that can contribute to a child or young person’s vulnerability can include: 

 
• Special Educational Needs and/or Disability (SEND) 
• Physical or mental health conditions 

• Looked after children (LAC)/ previously looked after children (PLAC) 
• Young Carers 
• Those eligible for free school meals (FSM) or Pupil Premium funding 
• Displaced students 
• Those at risk of exploitation/ radicalisation 

Where a child/young person is deemed to be vulnerable relevant teams within the school 
will work collaboratively to ensure that interventions are in place to ensure the child/young 
person has the best possible attendance. External agencies will be involved where 
relevant. The local procedures outline any additional safeguarding procedures that will be 
in place when vulnerable children/young people are absent from school.
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Attendance and Safeguarding 

 
Attendance and safeguarding leads should work collaboratively in order ensure the 

safeguarding needs of our children/young people are met. This can be achieved in the 

following ways: 

 
• Establish a whole staff awareness of the links between safeguarding and attendance. 

• Educate staff in relation to attendance patterns/ reasons that could be an indicator of 

a safeguarding concern and provide a mechanism for reporting these. 

• Ensure that there are clear lines of communication between school, parents/carers 

and other agencies. 

• Ensure the safeguarding team are aware of any children/young people with irregular 

attendance patterns or who are off school for significant periods of time without the 

school’s permission. 

• Have a robust procedure that is consistently followed when a parent fails to inform 

the school of an absence. 

• Ensure that procedures are in place to conduct welfare checks on children/young 

people who are absent from school, this must include a face-to-face meeting with 

the child/young person. This can be in real life or virtual. However, if it is not 

possible to see the child/young person then further action must be taken. 

 
Where a child/young person has not attended school for a continuous period of 10 days or 

more the school must inform the local authority. This communication will generally be 

directed towards the local authority inclusion officer. 

 
Children/Young People unable to attend school due to a medical condition 

 

Where a child/young person has a medical condition that prevents attendance at school 

please refer to the THPT Supporting Children At School with Medical Conditions policy. 

 
Where a child/young person has a medical condition but can attend school. The school 

should put interventions and reasonable adjustments in place to ensure that the 

child/young person has the best possible attendance. 

 

Where a child/young person can attend school but continues to have poor attendance/ fails 

to comply with any interventions it is recommended that the school facilitates a team around 

the child meeting to review support and plan next steps. 

 
Modified Timetables 

 

Occasionally it is necessary to modify a child/young persons’ timetable. These should be 

rarely used and only when absolutely necessary, such as reintegration after a period of 

illness. Modified timetables should never be used to manage behaviour, to avoid suspension 

or to prevent permanent exclusion.
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When considering a modified timetable schools should consider 

• The medical evidence available to support the need for a modified timetable (where 

medical evidence is not available, but the school believes a modified timetable is 

necessary, this should be reviewed every two weeks). Schools should also ensure 

that they have up to date medical evidence to support modified timetables. 

• The impact on progress and how this can be mitigated. 

• How work will be set and reviewed when children/young people are not in school 

• How the time spent in school will be increased to facilitate full time attendance 

• Any reasonable adjustments that can be made in school to facilitate full time 

attendance. 

• That the child/young person has the opportunity to attend any events on days/times 

they are not in school 

• Take into account the views of all stakeholders, including other agencies who are 

involved in safeguarding the child/young person. 

• A modified timetable agreement should be for a short a period as possible and 

should not be for any more than six weeks. 

 
Administration of Modified Timetables should incorporate the following steps: 

• Hold a meeting with parents/carers and the student to establish the reasons for the 

modified timetable and whether or not in school modifications would better support 

attendance. 

• Consider the implications on the children/young people curriculum and the process 

for setting work when the child/young person is not in school. 

• Complete a Modified Timetable contract that is signed by the child/young person, 

parent/carer and the school. 

• Set a review date. It is good practice to book the exact date and time of this 

meeting when the modified timetable contract is agreed. 

• A mechanism is in place where the Principal or designated member of SLT gives 

permission for each modified timetable 

• The school should keep a central record of children/young people on modified 

timetables that includes: 

o Name and year group of the student 

o Reason for modified timetable 

o Start date, review dates and end date 

o Person responsible for liaising with the family 

• Ensure parents/carers are aware that the modified timetable can be removed at any 

time if the conditions are not met. 

• Ensure that parents/carers are aware that they can request the modified timetable is 

removed at any time. 

• Ensure key stakeholders have a copy of the agreement and that the attendance 

team are aware of any changes to attendance expectations. 

 
Where modified timetables are unsuccessful schools should consider an alternative 

approach, this can include rescinding the timetable and returning to normal attendance 

procedures.
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Parental/Carer Engagement 

 
In order to achieve good attendance, it is vital that parents/carers and school staff work 

together to support children/young people to have great attendance. In order to achieve 

this schools should consider the following points: 

 
• It is vital that there are clear lines of communication both on individual and group 

levels to update parents/carers regarding attendance matters. 

 
• The school should be aware that attendance can often cause conflict between 

schools and parents/carers. To mitigate this schools should ensure that attendance 

procedures and consequences are transparent and clearly communicated. 

 
• Attendance concerns should be managed by the school in a supportive manner that 

holds all stakeholders to account. 

 
• Where possible the language used to manage attendance should be positive and 

non- accusatory. The purpose of attendance interventions is not to attribute blame 

for what has happened but to provide opportunities for support and collaboration to 

ensure the child/young person has the best possible attendance. 

 
Absence in term time 

 
Absence from school falls into two categories, authorised and unauthorised. Absence may be 

authorised when a child/young person is genuinely ill, has a hospital or other medical 

appointment, is visiting another school or for religious reasons. The Education (Student 

Registration) (England)(Amendment) Regulations 2013, state that Principals may not grant 

any leave of absence during term time unless there are exceptional circumstances. Absence 

will not be authorised in term time for scenarios such as family holidays (unless exceptional 

circumstances can be evidenced), birthday treats, oversleeping due to a late night or visiting 

relatives. 

 
The issue of a Penalty Notice will also be considered where a pupil has incurred 10 or more 
unauthorised sessions during the preceding 10 school weeks. The parents’ failure to engage 
with supportive measures proposed by the school will be a factor when considering the issue 
of a Penalty Notice. Unauthorised absence will include late arrival after the close of 
registration without good reason. Schools must have a mechanism in place for monitoring 
absences and informed parents when a threshold of 6 days in 6 weeks is met. 

 

 
Absence in exceptional circumstances 

 
The Principal may, on occasion, make a judgement that there are genuine and exceptional 

circumstances pertaining to an application to take a child/young person out of school during 

term time.
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Absences at the start/end of term 

If a child/young person is absent due to illness from school on the first or last day or any term 

or half term, the school will require that medical evidence is provided. If evidence is not 

provided, then the absence will be recorded as unauthorised. 

 
Medical Evidence 

When a child/young persons’ attendance falls below 90% or a child/young person has several 
instances of illness, the school may send the parent or carer a letter requiring medical evidence 
for any future absences. If evidence is not provided, then the absences will be recorded as 
unauthorised. 

 

Recognising good attendance: 

Schools should recognise and praise children/young people who consistently maintain 

excellent standards of attendance and those who show an improvement in their attendance. 

Each THPT school will adopt a personalised approach to recognising and celebrating good and 

improved attendance. The individual approaches will be outlines in each school’s local 

protocols. 

Emotionally Based School Attendance (EBSA) 

At THPT we recognise that there are many factors in the lives of our children/young people 
and their parent/carers that may impact school attendance. To maintain high standards of 
attendance we will employ a wide range of strategies, we understand that non-attendance for 
some children/young people can be emotionally based. Where this is the case THPT schools 
will work with the child/young person, parents/carers and other stakeholders to ensure that 
interventions are in place to ensure the child/young person has the best possible opportunities 
to attend school and access the curriculum. Strategies can include: 

• Assessment of push and pull factors in relation to school and home 
• Financial support or remove barriers – e.g. uniform assistance 
• Screening for SEND and Access Arrangements and implementing appropriate 

strategies 
• Access to in school wellbeing support such as ELSA/ School Counsellor/ wellbeing 

support 
• Referrals to other agencies 

• Short term modified timetables 

Our aim is to build resilience in all of our children/young people through support and 
appropriate challenge to enable students to access their education and make the best possible 
progress. 

 
Failure to Ensure Regular School Attendance 

Only the School can authorise an absence, not the parent/carer. When a pattern of absence 

begins to cause concern, parents/carers will be contacted by a member of staff who will seek 

to work with parents/carers to resolve poor attendance.
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Attendance Panels 

THPT schools hold regular Attendance Panels, sometimes in conjunction with the IO (Inclusion 

Officer). When a child/young person’s attendance is a cause for concern, parents can be 

invited to an Attendance Panel to discuss any difficulties they are experiencing in ensuring 

regular school attendance. If there is no improvement in attendance, the school may refer 

the matter to the IO, who works in partnership with school and parents to support 

children/young people who are failing to attend school on a regular basis. Parents have a 

legal duty to ensure regular attendance and if they fail to do so, may commit an offence under 

Sections 7 & 444 of the Education Act, 1996. 

 

Attendance Contracts 

Attendance contracts are a formal agree between a parent/carer and the school. This is a 
formal route to facilitate good attendance and is not legally binding. However, failure to meet 
the expectations in a parent contract could lead to future legal action. Information and 
guidance on attendance contracts is set out in pages 48-50 of Working Together to Improve 
School Attendance. 

 
Education Supervision Orders (ESO) 

 
Where voluntary attempts to improve school attendance have failed. The school and local 

authority may put in place an ESO. These are a legal agreement but cannot result in a criminal 

prosecution. P.51-52 of Working Together to Improve School Attendance provides further 

detail on the use and monitoring of ESOs. 

 

Penalty Notices and Attendance Prosecutions 

 
The Surrey Attendance Service, acting on behalf of Surrey County Council may issue a Penalty 

Notice as an alternative to the prosecution of a parent/carer for their child’s unauthorised 

absence from school and require the recipient to pay a fixed amount. 

Schools must keep a record of any Penalty Notices issued, this should record those issued for 

continuous absence and those issued for low attendance. Where a penalty notice is mix of G, 

O and U codes a Notice to Improve must have been served before prosecution can take place. 

Where the absence is one continuous period of 10 or more consecutive sessions (sessions 

either side of a school holiday are considered to be continuous). 

This record should include 

• Name of child 

• Year group 

• Reason for fine 

• Date request is made to Surrey County Council 

• Outcome 

Schools should seek information from previous schools and local authorities when a child joins 

the schools. Fines issued in previous schools will count towards the 3-year rolling period for 

attendance fines and prosecutions.
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Circumstances when a Penalty Notices may be issued 

 
1. Pupils identified by police and Surrey Attendance Advice Officers engaged on Truancy 

Patrols and who have incurred unauthorised absences. 

 
2. The Education (Pupil Registration) (England) (Amendment) Regulations 2013, state 

that Head teachers may not grant any leave of absence during term time unless there 
are exceptional circumstances. The Head teacher is required to determine the number 
of school days a child can be away from school if leave is granted. 

 
Where a child is taken out of school for 10 sessions or more and the ‘leave of absence’ 
is without the authority of the head teacher, each parent is liable to receive a penalty 
notice for each child who is absent. In these circumstances, a warning will not be given 
where it can be shown that parents had previously been warned that such absences 
would not be authorised and that they will be liable to receive a Penalty Notice if the 
leave of absence is taken. 

 
3. The issue of a Penalty Notice will also be considered where a pupil has incurred 10 or 

more unauthorised sessions during the preceding 10 school weeks. The parents’ failure 
to engage with supportive measures proposed by the school will be a factor when 
considering the issue of a Penalty Notice. Unauthorised absence will include late 
arrival after the close of registration without good reason. 

 
4. Section 103 of the Education and Inspections Act 2006 places a duty on parents to 

ensure that their child is not in a public place without justifiable cause during school 
hours when they are excluded from school. This duty applies to the first five days of 
each exclusion. Failure to do so will render the parent liable to a Penalty Notice. If the 
Penalty Notice is not paid, the recipient will be prosecuted for the offence under Section 
103. Alternative education provision will be made from the sixth day of any exclusion 
and failure to attend such provision without good reason will be treated as 
unauthorised absence. 

 
With the exception of unauthorised leave of absence taken in term time 

(Paragraph 2 above) parents will be sent a ‘Notice To Improve’ their child’s 

attendance, warning them of their liability to receive such a notice before it 

is issued. 

 

 
Amount Payable Under a Penalty Notice: The Education (Penalty Notices) 

(England) (Amendment) Regulations 2024 

 
1. If a parent/carer has not incurred a penalty notice relating to the 

relevant child/children since 19 August 2024, then the penalty notice will be charged at the 

rate of £160.00, per parent/carer per child, if paid within 28 days. This will be reduced to 

£80.00 if paid within
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21 days of receipt of the notice. Failure to pay the Penalty Notice will result in Surrey County 

Council considering legal proceedings against you in the Magistrates Court. 

 
2. If you have incurred a penalty notice relating to this 

child/children since 19 August 2024, the rolling 3 year period will be activated from the date 

of the first penalty notice and the second penalty notice will be charged at the flat rate of 

£160.00, per parent/carer per child, if paid within 28 days. There will be no reduction for 

payment within 21 days. Failure to pay the Penalty Notice will result in Surrey County Council 

considering legal proceedings against you in the Magistrates Court. 

 

 
3. If you have incurred 2 penalty notices relating to this 

child/children in the rolling 3 year period since the first penalty notice was issued, then you will 

NOT receive a third penalty notice – Surrey County Council will have no option but to consider 

a prosecution, per parent/carer per child, in the Magistrates Court under s 444 Education 

Act 1996. 

 
Further information on Penalty Notices and Attendance Prosecution can be found on pages 
52-55 and pages 56-61 of Working Together to Improve School Attendance. 

 
Parenting Orders 

 

Parenting orders are an ancillary order that can be imposed by the Court following conviction 
for non-attendance alongside a fine and/or community order. Parents’ agreement is not 
required before an order is made. They may be appropriate where the parent has not engaged 
in support to improve their child’s attendance and where compulsion to do so would help 
change parental behaviour. Any breach of the order could lead to a fine of up to level 3 
(£1,000). 

 
Further information of parenting orders can be found on page 55 of Working Together to 
Improve School Attendance. 

 
Legal Requirements 

 
• Children/young people attendance, absence and punctuality to be recorded accurately, 

including those attending Alternative Provision. 

• Registers may be used in court proceedings for non-attendance. 

• Children/young people must not be allowed to take a register. 

• Children/young people removed from roll must be reported to Inclusion Service. 

 
Good Practice in Attendance Coding 

 
It is vital that registers provide an accurate reflection of a child/young person attendance at 

school. Identified members of staff should have the responsibility for checking and 

maintaining the registers. Codes should be applied consistently across year groups and 

circumstances. As far as possible those with responsibility for assigning attendance codes 

(beyond present and late) should be a small group of staff members. N codes should not 

appear on the register for more than 5 days. The SLT Attendance lead should regularly
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scrutinise registers to ensure they are up to date and that coding have been applied 

consistently. 

 
Removing Students from the School Roll 

 
Where a child/young person leaves school (other than when they have completed the school’s 

final year) the school should inform the Local Authority. Regulation 8 of The Education (Pupil 

Registration) (England) Regulations 2006 sets put the reasons when a child/young person can 

be removed from roll. A child/young person should not be removed from the school roll for 

any other reason. Schools should not suggest that a parent removes a child/young person 

from the school roll when it is not in the best interests of the child/young person. 

 
The information given must include: 

 
• the full name of the child/young person 

• the full name and address of any parent with whom the pupil lives 

• at least one telephone number of any parent with whom the pupil lives 

• the full name and address of the parent who the child/young person is going to live 

with, and the date the child/young person is expected to start living there, if applicable 

• the name of children/young people other or future school and the child/young person 

start date or expected start date there, if applicable 

 
the ground prescribed in regulation 8 under which the child/young persons name is to 

be deleted from the admission register 

 
Elective Home Education 

 
When a child/young person leaves the school for the purpose of Elective Home Education 

(EHE) or to move to another school the following procedures should be followed. 

 
• Inform the Local Authority of the parent/carer’s intention to home educate via the 

deregistration form, which should be sent to the school’s Local Authority Inclusion 

Officer. 

• Remove the child/young person from roll on the day the letter was received. Use the 

Z code for days after this date. 

• Schools must keep the child/young person’s place open for 10 days and include this 

information in the letter that confirms receipt of the EHE letter. If there is only one 

place in the year group schools cannot offer a place to a new student until the 10-day 

period has elapsed. 

• The Local Authority Inclusion Officer will arrange a home visit with the child/young 

person and their family. 

• Where a parent/carer opts for EHE and there are safeguarding concerns THPT will 

work closely with linked professionals in Children’s Services to support any necessary 

risk assessment or intervention.
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• If the parent/carer changes their mind regarding EHE after the 10-day period and 

wants the student to return to school, they must apply through the usual school 

admission channels. 

 
Moving Schools 

 
• Inform the Local Authority of the school change via the deregistration form, which 

should be sent to the school’s Local Authority Inclusion Officer 

• When the parent/carer informs the school of the plan to move schools ensure the 

current school is aware of: 

o The last date the child/young person will attend the current school. 

o Name and contact information for the new school. 

o Whether or not a place has already been offered (confirm this via contact with 

the new school). 

• Remove the child/young person from roll from the date it is confirmed that the 

child/young person has started at the new school. 

• Ensuring that safeguarding checks and any existing support is in place until the place 

at the new school is confirmed. 

• All relevant safeguarding records will be securely transferred to the new school and 

THPT will check to ensure that the new provider has securely received all information. 

This will take place within 5 working days of the child/young person start date at the 

new school/setting. 

• THPT schools will retain a record of the name of the new school/ Local authority on 

the leaver’s record for the child/young person. 

 
Where a child/young person is unable to attend school as they relocated and the school is no 

longer a reasonable distance from where the family ordinarily reside, the school should discuss 

the case with the Local Authority. Regulation 8 of The Education (Pupil Registration) (England) 

Regulations 2006 allows for children/young people to be removed form roll in these 

circumstances, however, this action must be sanctioned by the Local Authority.
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Registration 

Morning registration takes place at 8.45 and afternoon registration at 13.45. Children/young 

people who arrive after 8.45 should sign in late in at reception and will be recorded as late to 

school (‘L’ mark). 

Tutors will actively and accurately take a roll call at the start of each tutorial session. Tutors 

should mark children/young people present (/) or absent (N) or late (L). When a child/young 

person is late the number of minutes late should be recorded. The consequences for students 

late to morning or afternoon tutor are that they will be set a detention. If they are more than 

5 minutes late to the lesson, they will also be sent to the year team. 

All teaching staff should actively and accurately take a register at the start of each lesson. If 

a child/young person who was present earlier in the day is absent from a lesson, the 

attendance office should be informed. 

Children/young people who sign in after 9.15am (with no good reason) during the morning 

session or after 14.15 during the afternoon session, will be recorded as an unauthorised 

absence for that half day. 

 

 
Punctuality and Lateness 

Parents of children/young people who are persistently late or have unauthorised absences will 

be contacted by their form tutor or year team. Should this not resolve the situation the 

Attendance Manager, Year Leader or an SLT member may organise a parental meeting or a 

referral to the Inclusion Welfare Service may be necessary. 

Absence management process 

THPT schools operate a graduated response to absence management (see Appendix 1). 

Unplanned Absence 

Parents/carers must contact the school by phone or email (attendance@oxted.thpt.org.uk) by 

8am on the first day of any illness absence, clearly stating their child/young person’s name, 

class and illness. If an expected return to school date is known, this should also be given. 

Parents must repeat this for every day of absence, unless by agreement with the school. 

 
School Responses to Unplanned Absences 

 

To effectively safeguard children/young people it is vital that all absences are accounted for. 

The school attendance team will follow the procedures outlined below to ensure that children 

and young people are effectively safeguarded:

The Howard Partnership Trust 

Oxted School 

Secondary School Attendance procedures  

mailto:attendance@oxted.thpt.org.uk
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Absence criteria Actions 

Day 1 absence 
with no reason 
protocol/ 
concerns over 
validity of reason 

All Children/Young People 
1) Contact with home is made using the school messaging service  
2) Further contact with parent/carer by phone/email is made if an 

appropriate response to is not received/no response given 
 
Vulnerable Children/Young People 

3) Contact home will be made by phone or on Microsoft Teams.  
4) If contact with parent/carer is not possible the pastoral or attendance 

team will attempt to communicate with other named contacts for the 
students by phone and email. The school will also:  

. Consider other vulnerabilities of the child/young person 

. Discuss next steps with Designated Safeguarding Lead and 
consider risks 

. Contact other agencies as needed 
5) In some circumstances, the Home School Link Worker or other 

member of staff may make a visit to the student’s home address` 
Day 2 absence 
with no contact 
from parent/carer 

1) Phone call is made. If response received clarify reason for absence 
and when the child/young person is likely to return. Remind 
parent/carer a phone call is needed for each day of absence. Remind 
parent/carer that an absence over 5 days requires medical evidence. 

2) If contact with parent/carer is not possible the pastoral or attendance 
team will attempt to communicate with other named contacts for the 
students by phone and email. The school will also:  

. Consider other vulnerabilities of the child/young person 

. Discuss next steps with Designated Safeguarding Lead and 
consider risks 

. Contact other agencies as needed 
3) Attempt face to face contact via Microsoft Teams or in some cases a 

home visit) 
Vulnerable 
students – 3rd day 
of absence with 
notification 

1) Telephone call to the parent/carer to discuss wellbeing, including 
when the child/young person is likely to return to school. If required 
remind parents/carers that medical evidence is required for absences 
due to illness over 5 days. Let parents/carers know that someone 
from school will need to have face to face contact (Teams is first 
action) on the fifth day of absence 

2) If contact with parent/carer is not possible the pastoral or attendance 
team will attempt to communicate with other named contacts for the 
students by phone and email. The school will also:  

. Consider other vulnerabilities of the child/young person 

. Discuss next steps with Designated Safeguarding Lead and 
consider risks 

. Contact other agencies as needed 

3) If an appropriate response is not received, consider the actions below 
. Consider other vulnerabilities of the child/young person 
. Discuss next steps with DSL and consider risks 
. Arrange a home visit by the Home School Link Worker or other 

member of the pastoral/attendance teams 

. Contact other agencies as needed 
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All other students 
– Illness – 
Absence Day 5 
Protocol 

1) Arrange a face-to-face Teams welfare call with parents/carers to 
check child’s/young person’s wellbeing. 

2) If contact is made carry out a welfare check, remind parent/carer of 
the need for medical evidence if the child will continue to be absent. 
Discuss any support the child/young person might need on return to 
school. 

3) If face-to-face contact is not made or you are not satisfied with the 
contact made arrange a home visit that day. If you are unable to 
make contact, contact other contacts to ascertain the whereabouts of 
the child/young person 
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 4) If unable to make contact or have concerns over the welfare of the 
child/ young person complete the following steps: 

. Consider other vulnerabilities of the child/young person. 

. Discuss next steps with DSL and consider risks. 

. Contact other agencies as needed 

 
Medical and Dental Appointments 

As far as possible, parents/carers should ensure that non-urgent medical or dental 

appointments are made outside of the school day or avoiding registration periods. If possible, 

children/young people should attend school before the appointment and return immediately 

afterwards. Parents/carers must notify the school in advance of dental and medical 

appointments using the form available via the school website and at the school office (see 

Appendix 2). 

Leave of Absence Requests 

The school holiday dates are published in advance, we strongly advise parents to book their 

family holidays during the school holidays. If a leave of absence in term time is unavoidable, 

a request form (see Appendix 2) must be obtained from the school office/ website and 

returned to the Principal, one month prior to the date of departure. These will only be agreed 

in exceptional circumstances. 

Leave of Absence Request Forms 

Permission for leave of absence in term time can only be granted in exceptional circumstances, 

approved by the Principal. A pro forma to apply for leave of absence is available from the 

school website (see Appendix 2). Where leaves of absence are taken which do not fall into 

the ‘exceptional circumstances’ category, these will be recorded on a child’s/young person’s 

attendance record as ‘unauthorised absence’. When a child/young person is absent during 

term time there is disruption to the learning process that can result in the child/young person 

falling behind his/her learning. There is a belief, amongst some parents/carers, that this time 

can be made up by the school providing ‘work’ for the child/young person to complete during 

the leave of absence. However, this does not have the desired effect since the child/young 

person has missed out on quality teaching time. In general terms, it is our policy that it is not 

possible to provide a child/young person with the work which is planned during this period of 

absence. 

Arriving late back from leaves of absence 

If a child/young person misses school because they are unable to return (owing to being 

stranded abroad/ delayed or missed transport/ illness whilst on the leave of absence), 

evidence of the original flights being booked at a time that would have enabled the child/young 

person to be in school on time must be provided. 

Modified Timetables 

Occasionally it may be necessary to alter the times of the school day for individual 

children/young people. This process should be agreed with and recorded by a member of the 

Pastoral Team and a copy sent to the Attendance Manager. Modified timetables need to be 

set for a specific amount of time and include a review date. Modified timetables must be 
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agreed by the Vice Principal (Pastoral) and the Principal. 

Students in Alternative Provision 

Some children/young people are educated either on a full-time or part-time basis in an 

alternative setting. A modified timetable must be completed and the Attendance Manager/SLT 

lead will liaise with the Alternative Provider to ensure that the child/young person has attended, 

and that the attendance is accurately recorded. This will be monitored closely by the Assistant 

Principal with responsibility for Alternative Provision. 

Home visits 

Year leaders and the Attendance Team will monitor registration reports and may carry home 

visits for children/young people who have repeated illnesses or those who do not regularly 

attend school for other reasons. Home visits will also take place when the school is unable to 

ascertain a reason for the absences or have other safeguarding concerns regarding the 

absence. 

 

 

At Oxted School, the senior leader with responsibility for attendance is Ms C Nicholls (Vice 
Principla) they can be contacted via the school office on 01883 712425 or email 
(charlotte.nicholls@oxted.thpt.org.uk).

mailto:charlotte.nicholls@oxted.thpt.org.uk
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Appendix 1 

Attendance Action 

All interventions should be recorded on school’s information management system. 
 

Attendance 
Category 

Actions Staff Responsible 

100%/ Excellent 
Attendance 
Improved 
attendance 

Assembly recognition rewards 
Tutor recognition rewards 
Rewards at the end of each term 
Communication with parent/carer 

Year Leader/ SLT 
Attendance Leads/ 
Attendance Manager 

Above 95% Assembly recognition rewards 
Tutor recognition rewards 
Rewards at the end of each term Communication 

with parent/carer 

 Year Leader/ SLT 
Attendance Leads/ 
Attendance Manager 

92.5-95% Form tutor intervention 
Communication with parent/carer 
Where appropriate, requests for medical evidence 
for illness related absence 

Form Tutor 
SLT Attendance Lead 

90-92.5% Form Tutor / Attendance Manager/ SLT Lead 
intervention 
Communication with parent/carer 

Form tutor Year 
Leader 
Attendance Manager 
SLT Attendance Lead 

87%-90% - PA Parents/carers made aware students are PA and 
are near IO Threshold. 
Monitored by SLT Home visits by Home School 
Link Worker 

Attendance Manager 
SLT Attendance Lead 
Year Leader 

Below 87% - PA Attendance Panels 
IO Intervention 
Attendance mentoring 

IO 
Attendance Manager 
SLT Attendance Lead 
Year Leader 

Below 70% Surrey IO referral IO 

Attendance Manager 
SLT Attendance Lead 
Year Leader 

Below 50% - 
Severely PA 

Attendance Team around the child/young person IO 
Attendance Manager 
SLT Attendance Lead 
Year Leader 
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Appendix 2 

Oxted School 
 

Application for leave of absence for exceptional circumstances 
Please read the following guidance carefully. 

As parents, you have a legal responsibility to ensure your child’s attendance at 
school. During the academic year, pupils are at school for 190 days and at home for 175 
days. 

 
Please be aware that The Education (Pupil Registration) (England)(Amendment) 
Regulations 2013, state that Headteachers may not grant any leave of absence during 
term time unless there are exceptional circumstances. The Headteacher is also 
required to determine the number of school days a child can be away from school if 
leave is granted. 

Please complete and submit this form if you want the Headteacher to consider your request 
for your child’s leave of absence for exceptional circumstances. We may ask for proof to 
validate your request. 

 
Unauthorised absence of 5 days or more will result in the following action being 

taken: 
 

1. If you have not incurred a penalty notice relating to this child/children since 
19 August 2024, then the penalty notice will be charged at the rate of 
£160.00, per parent/carer per child, if paid within 28 days. This will be 
reduced to £80.00 if paid within 21 days of receipt of the notice. Failure to pay 
the Penalty Notice will result in Surrey County Council considering legal 
proceedings against you in the Magistrates Court. 

 
2. If you have incurred a penalty notice relating to this child/children since 19 
August 2024, the rolling 3-year period will be activated from the date of the first 
penalty notice and the second penalty notice will be charged at the flat rate of 
£160.00, per parent/carer per child, if paid within 28 days. There will be no 
reduction for payment within 21 days. Failure to pay the Penalty Notice will result 
in Surrey County Council considering legal proceedings against you in the 
Magistrates Court. 

 
3. If you have incurred 2 penalty notices relating to this child/children in the rolling 
3 year period since the first penalty notice was issued, then you will NOT receive 
a third penalty notice – Surrey County Council will have no option but to consider 
a prosecution, per parent/carer per child, in the Magistrates Court under s 444 
Education Act 1996. 

 
The Headteacher will consider the reasons for the request carefully and will notify you of the 
decision. In the absence of a decision, parents/carers cannot assume that permission for the 
absence has been given. 

For further information, please refer to our School Attendance Policy.
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Name of child: Class: 

I am applying for leave of absence for my child for 
……………………………………………………………. 

from:  to:    

Number of school days: 

The exceptional circumstances for which leave is requested: 

Has your child/children already taken a leave of absence since 01 September 2024 resulting 
in a penalty notice being issued to you (applicant) or any other parent/carer? YES / NO 

If YES, please give dates and details: 

I also have children at… 

Signed: (Parent/Carer) Date: 

Address: 

To be completed by the Headteacher 

Having considered your request carefully, my decision is that leave of absence is: 

Approved  The absence will be recorded as authorised. 

Not approved  The absence will be recorded as unauthorised and we will 
request that Surrey County Council to issue a penalty 
notice per parent/carer per child. 

Explanatory notes: 

Signed:  (Principal) Date: 

 
 
 
 
 

 



 

 

Appendix 3 - Students with Low Attendance – THPT Guidance on Implementation of Penalty Notices and Prosecutions 

Stage  School Action Outcomes 
Attendance Improves and 
there are no further 
unauthorised absences 

Further unauthorised absence but 
does not meet threshold of 10 in 
10 weeks 

Threshold of 10 unauthorised 
absence in 10 weeks is met 

1 

A student hit a trigger of 6 
unauthorised absences in a 
period of 6 weeks school 
weeks. 

Tutor / Year Team hold a meeting with parents and carers and put a 
school attendance agreement in place with a 4-week monitoring 
programme. Follow up email and agreement sent to parent/carer. 

Write to parent/carer to 
celebrate the improvement 
and thank them for their 
support. 

Praise student 

Contact parent/carer and explain 
that the agreement has been 
extended for a further 2 weeks 

Move to Stage 2 

2 

Student hits trigger of 10 
unauthorised absences in 10 
weeks school weeks. 

Meeting with attendance Manager/ SLT year link/ Year team. 
Attendance contract supported by attendance intervention document 
put in place with 3-week monitoring period. 

Write to parent/carer to 
celebrate the improvement 
and thank them for their 
support. 

Praise student 

Contact parent/carer and explain 
that the agreement has been 
extended for a further 2 weeks 

Move to Stage 3 

3 

Student hits trigger of 10 
unauthorised absences in 10 
weeks school weeks despite 
prior intervention. 

Notice to Improve Meeting with SLT link/ SLT Attendance Lead. 
• Invitation to the meeting must be in writing and parents/carers 

must have at least 7 days’ notice of the meeting. 
• Review attendance intervention document.  
• Implement any additional support. 
• Issue notice to improve letter.  

Monitor attendance for 3 weeks 

Write to parent/carer to 
celebrate the improvement 
and thank them for their 
support. 

Praise student 

Contact parent/carer and explain 
that the agreement has been 
extended for a further 2 weeks 

Move to Stage 4 

4 

Request a penalty notice from 
Surrey or request a 
prosecution if this is the third 
instance in a rolling 3-year 
period. 

Information to be sent to Surrey must include: 
• A copy of the attendance policy 
• Copies of correspondence, minutes of meetings, evidence of 

intervention 
• Copy of notice to improve. 
• Copy of registration certificate 

Inform parent/carer of the action taken. 
School to continue to monitor attendance 

Next Steps 
 

Second Instance of Poor Attendance in a rolling 3-year period 
From the date of issue of fine “reset” the counting period for that student, continue to monitor and 
support attendance. 
If a student reaches the threshold set out in Stage 1 repeat stages 1 to 4. 

Third Instance of Poor Attendance in a rolling 3-year period 
From the date of issue of fine “reset” the counting period for that student, continue to monitor and 
support attendance. 
If a student reaches the threshold set out in Stage 1 repeat stages 1 to 4. However, the referral 
to Surrey will be for prosecution in the Magistrates Court and not penalty notice 

 


