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Statement of intent
This policy reflects our school vision and values:
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Our Vision
Our Community fosters dignity by valuing every individual and their Godgiven uniqueness. We endeavour to act justly, showing love and respect. We
thrive through growing resilience and living together gratefully with joy.
Our Values
Love - ‘Love is patient and kind; love does not envy or boast; it is not arrogant or rude.’
Corinthians 13:4
Respect - ‘So in everything, do to others what you would have them do to you…’
Matthew 7:12
Endeavour - ‘Whatever you do, work at it with all your heart, as working for the Lord...’
Colossians 3:23

St Egwin’s C.E Middle School believes that in order to facilitate teaching and learning, good
attendance is essential. Pupils cannot achieve their full potential if they do not regularly attend
school.
We are committed to:
•
•
•
•

Promoting and modelling good attendance.
Ensuring equality and fairness of treatment for all.
Intervening early and working with other agencies to ensure the health and safety of
our pupils.
Following the framework set in section 7 of the Education Act 1996 which states that:

“The parent of every child of compulsory school age shall cause him/her to receive efficient
full-time education suitable:
(a) to age, ability and aptitude and
(b) to any special educational needs, he/ she may have
Either by regular attendance at school or otherwise”.
In a nutshell we want our pupils to attend regularly, attend punctually, attend ready to learn
We recognise that poor attendance could be a safeguarding issue and that we need to be
alert as to reasons for any pupils’ absence. We will also be vigilant to safeguarding
concerns that could be indicated by poor attendance (see the Safeguarding policy on the
school website).

1. Legal framework
1.1.

This policy has due regard to the following legislation and guidance,
including, but not limited to:
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•

The Education Act 1996

•

The Equality Act 2010

•

The Education (Pupil Registration) (England) Regulations 2006 (as
amended)
•
DfE Working Together to improve school attendance 2022
https://assets.publishing.service.gov.uk/government/uploads/system/u
ploads/attachment_data/file/1073616/Working_together_to_improve_s
chool_attendance.pdf

1.2.

All staff must ensure they adhere to and implement the requirements of any
equality legislation.

2. Definitions
2.1.

St Egwin’s Church of England Middle School defines “absence” as
•

2.2.

St Egwin’s Church of England Middle School defines an “authorised
absence” as:
•
•
•
•

2.3.

Not attending school for any reason.

An absence for sickness for which the school has granted leave.
Medical or dental appointments which unavoidably fall during school time
for which the school has granted leave.
Religious or cultural observances for which the school has granted leave.
An absence due to a family emergency.

St Egwin’s Church of England Middle School defines an “unauthorised
absence” as:
•
•
•
•
•
•

Parents keeping children away from school unnecessarily or without
reason.
Truancy before or during the school day.
Absences which have not been properly explained.
Shopping, looking after other children or birthdays.
Day trips and holidays in term time.
Leaving school for no reason during the day.

2.4 St Egwin’s Church of England Middle School targets “persistent absenteeism (PA)”
PA i.e. less than 90% attendance
An attendance of 90% is the equivalent to missing half a day per week during an academic year.

3. Key roles and responsibilities
3.1.

The governing board has overall responsibility for monitoring the
implementation of the attendance policy and procedures of St Egwin’s
Church of England Middle School
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3.2.

The governing board has overall responsibility for ensuring that the
attendance policy, as written, does not discriminate on any grounds,
including, but not limited to, ethnicity/national origin, culture, religion, gender,
disability or sexual orientation.

3.3.

The governing board has responsibility for handling complaints regarding this
policy as outlined in the school’s Complaints Policy.

3.4.

The Headteacher is ultimately responsible for the day-to-day implementation
and management of the attendance policy and procedures of St Egwin’s
Church of England Middle School.

3.5.

The school will use the working together to improve school attendance 2022
as a frame of reference to support our attendance policy
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/
attachment_data/file/1073616/Working_together_to_improve_school_attenda
nce.pdf

3.6.

Ms C Gordon is Assistant Headteacher with strategic responsibility for
attendance. She can be contacted via the school office

3.7.

Staff, including teachers, support staff and volunteers will be responsible for
following the attendance policy, and for ensuring pupils do so too. They will
also be responsible for ensuring the policy is implemented fairly and
consistently.

3.8.

Staff, including teachers, support staff and volunteers will be responsible for
modelling good attendance behaviour and implementing the agreed policy.

3.9.

Designated members of staff will take the attendance register at the start of
each school day and at the start of each afternoon session.

3.10.

The school will ensure that every pupil has access to full-time education and
will act as early as possible to address patterns of absence.

3.11.

The school will inform the LA of any pupil being deleted from the admission
and attendance registers if they:
•

Are being educated from home.

•

Transfer to another school (including out of County)

•

No longer live within a reasonable distance of the registered school.

•

Have an authorised medical note.

•

Are in custody for a period of more than four months and the
proprietor does not reasonably believe they will be returning.

•

Have been permanently excluded.
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•

If they are absent for 20 continuous days (unauthorised) and school
cannot ascertain the whereabouts of the parents and child and if they
fail to return after 10 days after an extended period of absence and
again parents and pupil’s whereabouts cannot be found.

3.12.

Parents / carers will be expected to take responsibility for the attendance of
their child/children during term-time. Attendance updates to all parents will
be provided with the school reports.

3.13.

Parents/ carers will be expected to promote good attendance and ensure that
pupils attend school every day.

3.14.

If a parent/ carer is concerned about attendance they should contact the
school office or form tutor initially to discuss. They may then be referred on to
a Key Stage leader or assistant.

3.15.

Pupils are responsible for their own attendance at school and any agreed
activities throughout the school year.

3.16.

All pupils are responsible for their punctuality to lessons.

4. Pupil expectations
4.1.

Pupils will be expected to attend school every day

4.2.

St Egwin’s Church of England Middle School expects all pupils to attend
school and lessons punctually.

5. Absence procedures
5.1.

Parents / carers are required to contact the school office via phone or
electronically every day of any absence (except in exceptional
circumstances)

5.2.

A written letter, email may also be submitted to school when the pupil returns.

5.3.

A phone call will be made to the parent/ carer of any child every day they do
not attend school. If parent is unavailable a message will be left requesting a
call back.

5.4.

The school will always follow up any absences in order to:

5.5.

•

Ascertain the reason for the absence.

•

Ensure that proper safeguarding action is being taken.

•

Identify whether the absence is authorised or not.

•

Identify the correct code to use to enter the data onto the School
Census System.

In the case of persistent absence, arrangements will be made for parents to
speak to the Key Stage leader / Assistant Key Stage leader / Senior Teacher/
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Head teacher/ Education Welfare Officer. St Egwin’s CE Middle school will
work alongside the parent/ carer to remove barriers by trying to access wider
support where relevant.
5.6.

Regular meetings, discussions will take place between the Education Welfare
Officer, attendance secretary and Key Stage leader to discuss attendance

5.7 Falling attendance will be monitored and appropriate action will be taken
according to school policy.
5.8 A Fixed Penalty Notice could be issued where attendance does not improve or
parent/ carers do not engage with school
5.9 In line with ‘Children missing Education Statutory guidance’ St Egwin’s Church of
England Middle School will inform the Local Authority if there are 10 consecutive,
cumulative days absence. This procedure is put in place to monitor any extended
absences and impact on education along with addressing any Safeguarding
concerns.
6

Contact information
6.8 Parents/ carers must provide at least two accurate and up-to-date contact
details.
6.9 Parents / carers are responsible for updating the school if the details change.

7

Attendance register
7.8 The designated staff members will take the attendance register at the start of
each school day and at the start of the afternoon session. This register will
record whether the pupil is:
•

Present.

•

Absent.

•

Attending an approved educational visit.

•

Unable to attend due to exceptional circumstances.

7.2 A register will also be taken at the start of each lesson. Staff can use the
messages section on register to alert staff if an unavoidable absence has
happened in a particular lesson e.g. upset and with a key stage leader.
7.9 St Egwin’s Church of England Middle School will use the national attendance
codes to enable the school to record and monitor attendance and absence in
a consistent way. The following codes will be used:
•

/ = Present in the morning

•

\ = Present in the afternoon
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7.3

•

L = Late arrival before the register has closed

•

C = Authorised absence

•

E = Excluded but no alternative provision made

•

H = Authorised holiday

•

I = Illness

•

M = Medical or dental appointments

•

R = Religious observance

•

B = Off-site educational activity

•

G = Unauthorised holiday

•

O = Unauthorised absence

•

U = Arrived after registration closed

•

N = Reason not yet provided

•

X = Not required to be in school

•

S = Study leave

•

T = Gypsy, Roma and Traveller absence

•

W = Work experience

•

V = Educational visit or trip

•

P = Participating in a supervised sporting activity

•

J = At an interview with prospective employers, or another
educational establishment

•

D – Dual registered – at another educational establishment

•

Y = Exceptional circumstances

•

Z – Pupil not on admission register

Authorised absence is where school has either given approval in advance
for a pupil to be away, or has accepted an explanation offered afterwards as
justification for absence. (DfE 2020)
Unauthorised absence is where the school is not satisfied with the reasons
given for the absence or for which no permission has been given. These are
offences by the parent. (DfE 2020)
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7.4 When the school has planned in advance to be fully or partially closed, the
code # will be used for the relevant pupils who are absent. This code will also
be used to record year groups who are not due to attend because the school
has set different term dates for different years, for example: induction days.
7.5 Every entry into the attendance register will be preserved for three years.
8

Education Welfare Officer
8.4 If pupils are persistently absent, pupils will be referred to our Education
Welfare Officer who will attempt to resolve the situation through various
strategies as agreed in partnership with school.
8.5 If the situation cannot be resolved and attendance does not improve, the
Education Welfare Officer will collate evidence and request sanctions such as
prosecutions or penalty notices from the Local Authority.

9

Punctuality
9.1

Pupils are expected to be in their class by 8.20. Registers will close at 8.35
am. Any child arriving after this time needs to report to the school office to
be signed in and registered as late. Any child arriving after the close of
registers (9.05 am) will receive an unauthorised late mark unless a
satisfactory reason is given. This will result in a pupil being absent on the
attendance report for the morning session. Taking siblings to school, car
troubles, pupils refusing to get dressed etc are not acceptable reasons to
arrive after 9.05 am

10 Missing children
10.1 Pupils are not permitted to leave the school premises during the school day
unless they have permission from a Senior leader or Key Stage leader.
10.2 The following procedures will be taken in the event of a pupil going missing
during the school day:
•

The member of staff who has noticed the missing pupil will inform the
headteacher, the office, senior teacher or DDSL immediately.

•

The office staff will also be informed as they will act as a point of
contact for receiving information regarding the search.

•

Staff will conduct a thorough search of the school premises.

10.3 If the pupil has not been found quickly then the parents (or other emergency
contact if parents / carers uncontactable) of the pupil will be notified.
10.4 If the parents/ carers have had no contact from the pupil, then the police may
be contacted.
10.5 The incident will be recorded using our record keeping systems by the person
notifying the parents.
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10.6 If the missing pupil has an allocated social worker, is a Child who is Looked
After (CLA), or has any special educational needs and/or disabilities, then the
appropriate personnel will be informed.
10.7 When the pupil has been located, members of staff will care for and talk to
the pupil to ensure they are safe and well.
10.8 The Head teacher or senior teacher will take the appropriate action to ensure
the pupil understands they must not leave the premises, and sanctions will be
issued if deemed necessary.
10.9 Parents / carers and any other agencies will be informed immediately when
the pupil has been located.
10.10The Head teacher or senior teacher will carry out a full investigation, and will
draw a conclusion as to how the incident occurred.
10.11 Policies and procedures will be reviewed in light of the incident.

11. Pupils with medical conditions or special educational needs and
disabilities
11.1
Some pupils face greater barriers to attendance than their peers.
These can include pupils who suffer from long term medical conditions or who
have special educational needs and disabilities. In order to support good
attendance, we may
•

create an Educational Health care plan

•

work with parents / carers to develop specific support approaches for
attendance for pupils with special educational needs and disabilities

•

establish strategies for removing the in-school barriers these pupils face,
including considering support or reasonable adjustments for uniform,
transport, routines, access to support in school and lunchtime
arrangements.

•

ensure joined up pastoral care is in place where needed and consider
whether a time-limited phased return to school would be appropriate, for
example for those affected by anxiety about school attendance.

•

Ensure data is regularly monitored for these groups

11.2 Pupils with long term illnesses or other health needs may need additional
support to continue their education, such as alternative provision provided by
the local authority.

12.Part-time timetables
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In very exceptional circumstances we may set up a part-time timetable. It will
be in place for the shortest time necessary and not seen as a long term
solution. It will be time limited. There will be regular reviewing with the parent/
carer. The parent / carer will agree to taking full responsibility for the care of
the child when at home (in exceptional circumstances). The absence will be
treated as authorised.
13 Term-time leave
a.

b.

At St Egwin’s Church of England Middle School, our aim is to prepare pupils
for their future lives and careers. With this in mind, we require parents to
observe the school holidays as prescribed.
Leave during term time will only be authorised in exceptional circumstances.

c.

Any requests for leave during term time will be considered on an individual
basis and the pupil’s previous attendance record will be taken into account.
Requests for term time absence should be requested by the parent or
guardian on our Leave of Absence form at least 6 weeks in advance.
Appropriate forms to request a leave of absence are available from the
school office and the School website.

d.

If term time leave is not granted, taking a pupil out of school will be recorded
as an unauthorised absence and may attract sanctions such as a penalty
notice.

14 Religious observances
a.

St Egwin’s Church of England Middle School may take advice if necessary
from local religious leaders of all faiths to establish the appropriate number of
days required for religious festivals. However, in most cases one, or for
certain religious observances two days, will be seen as appropriate.

b.

Parents / carers must inform the school in advance, where possible, if
absences are required for days of religious observance.

c.

The day(s) of absence must be exclusively set apart for religious observance
by the religious body to which the pupil’s parents belong.

15 Appointments
a.

As far as possible, parents should attempt to book medical and dental
appointments outside of school hours.

b.

Where this is not possible, a note and appointment card should be sent to the
school.

c.

Pupils must attend school before and after the appointment wherever
possible.

16 Young carers
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a.

St Egwin’s Church of England Middle School, understands the difficulties
young carers face, and will endeavour to identify young carers at the earliest
opportunity from enrolment at the school, as well as throughout their time at
the school.

b.

St Egwin’s Church of England Middle School, takes a caring and flexible
approach to the needs of young carers and each situation will be examined
on a case-by-case basis, involving other agencies eg Worcestershire Young
Carers, if appropriate.

17 Exceptional circumstances
a.

When absence is due to exceptional circumstances, the ‘Y’ code will be used
on the attendance register.

b.

Exceptional circumstances include when a pupil is unable to attend because:

c.

•

The school is fully or partially closed.

•

Transport provided by the school or LA is not available and the pupil’s home
is not within walking distance.

•

There has been widespread disruption to travel services which has
prevented the pupil from attending.

•

The pupil is in custody and will be detained for less than four months.

The use of the ‘Y’ code is collected in the school census for statistical
purposes.

18 Rewarding good attendance
16.Good and sustained improved attendance and punctuality may be
rewarded in a variety of ways eg letter home, verbal praise from Headteacher
. Monitoring and review
18.1 St Egwin’s Church of England Middle School monitors individual pupil
attendance daily and weekly. If attendance problems arise we will contact parents/
carers to try an improve the situation and ascertain if any barriers are in place
18.2 St Egwin’s Church of England Middle School, monitors attendance and
punctuality throughout the year. The school has signed up to the DFE monitoring
service for attendance. The school has processes and protocols to address
attendance concerns. For example, you may be asked to attend a meeting in
school with Key Stage leaders / Assistants

18.3Monitoring will have different foci e.g. individuals, groups (Gender)
18.4St Egwin’s CE Middle School will use the data to improve our general
attendance and practices and protocols around it
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18.5 Details of our absence levels can be found upon request via the school office
18.6This policy will be reviewed annually by the headteacher
18.7Any changes made to the policy will be communicated to all members of staff.

Appendix 1
Letter to all parents / carers re taking children out of school during term time
Dear parent
Since the amendment to The Pupil Registration Regulations 2013 regarding leave of
absence, we have continued to receive a number of requests to take children out of
school during term time and have had to adapt our protocols and processes.
I would like to take this opportunity to remind you that this legislation makes it clear
that Head teachers may not grant any leave of absence during term time unless there
are exceptional circumstances.
Any request must be submitted in advance of the desired period of absence on our
Leave of Absence form and will be considered on its individual merits. Request for
Leave of Absence Forms can be obtained from the school office, or downloaded
from our website in the Parents section. Unless there is evidence of exceptional
circumstances for the request, the leave of absence will not be granted.
In line with Worcestershire County Council guidance, if the request is not approved,
but still taken, the absence will be recorded as “unauthorised” and parents/carers
may be subject to a penalty notice fine of £60 payable per parent, per child,
increasing to £120 each if not paid within 21 days. If this fine is not paid within 28 days
this may lead to court proceedings.
We realise that the vast majority of parents do not take family holidays in term time
and we hope that you will continue to support us with this.
Head teacher

Appendix 2
Accepting a request for absence for religious observance

August 2022 Version 2.11

Your request for absence for religious observance
Thank you for your request to take [name(s)] out of school on [date] because of [religious occasion].
In this case, I'm prepared to agree to your request and it will be considered an authorised absence.
Each request for an absence is considered on its merits at the time. We recognise that a family’s
religious beliefs and traditions are intrinsic to their sense of identity. However, please note that my
decision in this instance does not set a precedent, and does not necessarily mean I'll agree to a
similar request, from you or other parents, in the future.

(Headteacher)

Appendix 3
Escalation process. The figures are based on attendance throughout the academic year:
Percentages
( approx.)
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Who is likely
to be involved?

Possible actions

0-2 days
off

98% – 100 %

Form Tutor
monitoring

EDU link message to parent each ½ term to
celebrate good attendance
Verbal praise to pupils
Request notes for Unauthorised
Notes to clarify absence on pupil register

3–9
days off
=1
school
week off
school

95 % - 97 %

Assistant Key
Stage leader
and
Attendance
secretary
monitoring

EDU link message to parent each ½ term to
celebrate good attendance
Verbal praise to pupils
Request notes for Unauthorised
Notes to clarify absence on pupil register

WCF contacted to report pupils absent for 10

10 – 15
days off
= up to 2
school
weeks
off
school

92 % - 94%

Key Stage
leader /
Attendance
secretary

days.
Key Stage leader / Assistant may speak with
pupil to discuss attendance concerns.
Key Stage leader / Assistant may speak with
parent/ carer to discuss
Key Stage leader / Assistant will discuss pupil

16 – 19
days off
= up to 3
school
weeks
off
school

90 % - 91%

Key Stage
leader /
Attendance
secretary /
Education
Welfare
Officer

with Education Welfare Officer and a plan
will be agreed (if appropriate)
Key Stage leader / Assistant will speak with
pupil to discuss attendance concerns.
Key Stage leader / Assistant will speak with
parent/ carer ( if appropriate ) to discuss and
consider any barriers and how to support
Letter will be sent home and this will be filed

20 +
days off
=4
school
weeks or
more off
school

Below 90%

Appendix 4
Type of letter
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Key Stage
leader /
Education
Welfare
Officer/
Attendance
secretary/
Assistant
Headteacher

Education Welfare Officer and Key Stage
leader (if appropriate) will formalize a more
robust plan and enhance support if necessary
WCF will be contacted and informed and may
become involved
Possible Fixed Term penalty notice or
prosecution

Persistent Absence
letter
Leave of Absence

A copy of all PA and nearly PA will be recorded

Attendance Action
letter

If a pupil is persistently absent then a letter
will be drafted to outline interventions and
agreed actions. A copy will be sent to parent/
carer. A record will be kept of the letter
Letter of concern may be sent if there were
concerns in the last academic year

Attendance concern
letters
First Notice letter

Final Notice letter

15 Day Penalty Notice
Monitoring Letter

General letters re
attendance to all
parents

Appendix 5
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Leave of Absence form from office or
downloaded from the school website. Parent to
return the completed form for the attention
of the Head teacher at least 6 weeks in
advance of period of absence.

This will be issued after various interventions
have failed or parents/carers fail to engage
and pupil has continuing unauthorised absence
sessions
Following First Notice, failure to show signs of
any improvement and pattern of irregular
unauthorised absence continues, Final Notice
issued prior to the matter being referred to
the Local Authority’s legal services
department for their consideration.
Following First Notice, failure to show signs of
any improvement, parent/ carer given 15
school days in which ensure their child attends
school every day. Any unauthorised sessions
during the 15 day period will result in
parent(s) being issued with £60 Penalty
Notice if paid within 21 days, increasing to
£120 to be paid within 28 days. If payment is
not received within 28 days the LA will
consider prosecution.
To highlight the importance of attendance
letters will be sent with reports to parents

Interventions we may offer
Individual interventions/ support / improvement strategies (this is not an exhaustive list and we
try to personalise our support)
Letters home to parents (generic and individual) to inform about attendance (with
reports)
Telephone conversation with parents/ carers
Face to face meetings with parents/ carers
EBSA to be created with pupil, parent/carer and school
Bespoke solutions eg helping with transport costs, attendance cards, stickers and mini
rewards
Where absence is largely due to parental disengagement: A home visit(s) would be
appropriate. An Early Help assessment, Individual Healthcare plan, Attendance
agreement may be done to support further intervention.
Liaise with external agencies like Young Carers
Allow pupils to take planned breaks from learning
Organise extra tuition if pupil is struggling academically
Organise alternative provision eg Adventure Playground
Contact parents / carers of persistent absentees frequently, including through home
visits
Refer pupils to local child and adolescent mental health services (CAMHS) for support
Put a pupil on a reintegration programme
Refer pupils to one of our in-house interventions
Create a PSP for improved attendance with parents/ carers etc
Analyse particular groups to identify patterns of non-attendance. Then create group
support through mentoring sessions, discussion groups to try to establish why pupils are
not attending
Encourage parents of persistent absentees to attend some of our coffee mornings
Create display in school celebrating good attendance
Pupils with poor attendance to work with KS leaders and Education Welfare Officer to
focus on how to improve attendance. This may involve supported monitoring logs and
rewards.

Appendix 6
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