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1.

A Framework for a Whole-School Attendance Policy

1.1

The framework for a whole-school attendance policy is based on the 5 ‘Ps’ - namely,
Philosophy, Principles, Procedures, Performance & Practice.
The legal framework governing attendance is set by the Education Acts and their
associated regulations.

1.2

Section 7 of the Education Act 1996 states that:- The parent of every child of
compulsory school age shall cause him/her to receive efficient, full time education
suitable to his/her age, aptitude and ability and to any special educational needs
he/she may have either by regular attendance at school or otherwise.
Section 444 further states that: - “The parent of a child of compulsory school age
registered at school and failing to attend regularly is guilty of an offence punishable in
law.
An offence is NOT committed if it can be demonstrated that:• the pupil was absent with leave (authorised absence),
• the pupil was ill or prevented from attending by unavoidable cause, (please see
appendix 1 for advice on exclusion periods)
• the absence occurred on a day set aside for religious observance by the religious
body to which the pupil/parents belong,
• the school is not within the prescribed walking distance of the child’s home and no
suitable transport arrangements have been made by the LA. ‘Walking distance’ is
defined as two miles for pupils under eight and three miles for all other pupils. Telford &
Wrekin Council have, however, chosen to define these distances as two miles for
infant, junior and primary pupils and three miles for other pupils. Distances will be
measured by shortest available walking route.
• A limited defence is available to the parents of travelling children.
The Act also places a legal obligation on:• The LA to provide support to enforce regular school attendance with legal intervention
relating to non attendance offences.
• Schools to register attendance and notify the Nominated Attendance Person within
school of a child who is absent from school without authorisation for 10 or more days.
The LA must be notified of any episodes of absence of 10 days or more under the
‘Child Missing Education/Children Not Receiving Education (CME/CNRE)’ protocol.
• The Headteacher and the governing body are to ensure that two school registers are
kept, one for attendance and one for admissions (under the Pupil Regulations
Education (Pupil Registration)(England) Regulations 2006)
2.

Philosophy

2.1

Southall School is committed to providing a full and efficient educational experience to
all pupils. We believe that, if pupils are to benefit from education, punctuality and good
attendance is crucial. As a school, we will organise and do all we can to ensure
maximum attendance for all pupils. Any problems that impede punctuality and regular
attendance will be identified and addressed as speedily as possible.

2.2

It is the policy of our school to celebrate achievement. Attendance is a critical factor to
a productive and successful school career. Our school will actively promote and
encourage 100 per cent attendance for all our pupils.

2.3

Our school will give a high priority to conveying to parents and pupils the importance of
regular and punctual attendance. We recognise that parents have a vital role to play
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and there is a need to establish strong home-school links and communication systems
that can be utilised whenever there is concern about attendance.
2.4

If there are problems which affect a pupil’s attendance we will investigate, identify and
strive in partnership with parents and pupils to resolve those problems as quickly and
efficiently as possible. We will adopt a clearly focused approach aimed at returning the
pupil to full attendance at all times.

3.

Principles

3.1

The school will:
• ensure that all staff are aware of the registration procedures and receive in-service
training on registration regulations and education law,
• complete registers accurately at the beginning of each morning and during the
afternoon session,
• stress to parents/carers the importance of contacting staff early on the first day of
absence,
• reward good and improved attendance of all pupils in the form of a letter from the
NAP
• Promote positive staff attitudes and welcome students back from any period of
absence positively and promote the importance of attendance
• consult with all members of the school community and the Attendance Support Team
in developing and maintaining the whole-school attendance policy,
• ensure regular evaluation of attendance procedures by senior managers and the
school governors,
• send newsletters each term to parents and pupils informing them of attendance rates
and related issues, additionally update school website with any attendance related
issues,
• work towards ensuring that all pupils feel supported and valued. We will send a clear
message to parents via telephone, that if a pupil is absent, she/he will be missed
• have in place procedures which allow absentees to catch up on missed work without
disrupting the learning of other class members. This maybe in the form of an informal
chat between the teacher/TA in regards to work missed, whilst checking on the pupils
health and wellbeing. Remote learning opportunities can be considered if necessary.
• put in place robust interventions designed to support pupils back into full time
attendance. This may involve modified timetables which may in the first instance
reduce attendance.
• take responsibility for Children not Receiving Education (CNRE), so that school are
in regular contact with the pupil and parent, ensuring the pupils safety, working
together so that the pupil can resume full time education,
• monitor and regularly review those pupils subject to a modified timetable, ensuring it
is a short term intervention and have a clear plan for reintegration back into full time
attendance at school.
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•

4.

Work closely with the Educational Welfare Officer (EWO), to support pupils and
parents/carers in accessing full time education. The school will meet with the EWO
every 3 weeks to discuss cases and implement actions.
Southall School will have regard to the statutory guidance ‘Keeping Children Safe in
Education’ when making arrangements to safeguard and promote the welfare of
children. Southall School will put in place appropriate safeguarding responses for
children who go missing from school, particularly on repeat occasions. Where
reasonably practicable, every pupil on roll at Southall School will have an emergency
contact number for more than one person. Emergency contact numbers should be
provided and updated by the parent with whom the pupil normally resides.
Procedures

4.1

If no contact is received from the parents/carers of an absent pupil on the first morning
of absence we will:
• follow ‘First day contact’ procedures and contact the parent by telephone/text
message, or if the parent is unavailable send a standard letter requesting information,
• consider sending a second letter if an explanation has still not been received after
three days of unexplained absence or send a School Attendance Letter (SAL),
• refer to the school’s nominated attendance person (NAP) or Education Welfare
Officer (EWO), to follow up absence if no response is received after 5 days of
absence and consider a referral to the ‘Children & Family Locality Services’ or contact
‘Family Connect’ if no contact can be made with the parent,
•

where there are safeguarding or similar concerns regarding the pupil/family additional
services should be contacted immediately if the school is unable to make contact with
the family. (e.g social care, strengthening families)
• invite the parents into school for an ‘Attendance Concern Meeting’ (ACM) after a
maximum of 10 days absence, unless other action is planned. This meeting should
include a senior member of staff, parent, pupil and the NAP/EWO. The aim of this
meeting will be to identify and resolve the difficulties which are preventing the pupil
from attending school. The parents/carers will be made aware of the legal
requirements regarding school attendance,
• For pupils who are not managing their behaviours and who require to follow a
behaviour learning programme, modified timetables will be implemented. This is
closely monitored and pupil’s time on these timetables will be increased to normal
timetables with the involvement of parents/carers at every stage
• support the pupil’s re-integration where a pupil is returning to school after an absence
of longer than two weeks. In the event of a pupil returning after a long-term absence
then a ‘Reintegration Plan’ can be implemented. The plan should include all members
of the school staff and will be designed to be as supportive of the pupils needs as
possible
• provide Early Help advice and support to the family, undertaking an Early Help
Assessment if appropriate and make a referral to Strengthening Families if it is felt the
family would benefit from additional support.
• Contact Family Connect 01952385385 for further guidance on available support.
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4.2

In order to ensure the success of this policy every member of the school staff
will make attendance a priority and convey to the pupils the importance of their
education.

5.

Performance

5.1

It is important to set realistic targets for both attendance and persistent absence; these
targets will be set during the Autumn term of each academic year, in consultation first
with the headteacher and then the governing body. The target should be sent to the
Group Manager, Admissions, Attendance and School Organisation by the end of the
Autumn term at the latest. In compiling an Action Plan, the school will review all
interventions and evaluate the process. Attendance targets are included in the School
Improvement Plan.

5.2

When evaluating success, the school will consider whether or not:
• Attendance has improved
• Persistent absence has reduced
• Punctuality has improved
• Parental response to absences have improved
• Re-integration plans, where implemented, have been successful
• The school has been successful in raising the profile of attendance both within the
school, governing body and the local community
• Pupils are fully aware of the importance of punctuality and regular attendance and the
attendance procedures operating within school
• Attendance issues have been included as topics in school assemblies, Personal and
Social Education (PHSE) lessons, or as a theme for any other lessons

6.

Practice

6.1

The school will recognise the importance of good practice by:
• Keeping and maintaining registers accurately
• Maintaining a consistent approach to marking registers
• Termly analysing attendance data
• Ensuring prompt follow-up action in cases of non-school attendance
• School staff liaise closely with the school’s Attendance Team when required
• Recording (and retaining) carefully, all telephone messages
• Ensuring that a signed copy of any correspondence is retained by the school
• Closely monitoring any pupil on modified timetable with a view to returning the pupil to
full time attendance as soon as possible
• A referral is made to AST (the Attendance Support Team) for intervention using the
electronic ASTR form.

7.

Links to other policies, legislation and guidance

7.1
Southall School’s attendance policy should be read in conjunction with the following
policies:
• Keeping Children Safe in Education (2021)
• Child Protection and Safeguarding Policy
• Accessibility Policy
• Supporting Pupils with Medical Conditions Policy
• Admissions Policy
• Behaviour Policy
• Curriculum Policy
• Homework Policy
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Mental Health and Student Wellbeing Policy
Pupil Remote Learning Policy
Student Leave in Term Time Policy

7.2

Relevant Legislation:
• The Education (Pupil Registration) (England) Regulations 2006
• The Education (Pupil Registration) (England) (Amendment) Regulations 2010
• The Education (Pupil Registration) (England) (Amendment) Regulations 2011
• The Education (Pupil Registration) (England) (Amendment) Regulations 2013
• The Education (Pupil Registration) (England) (Amendment) Regulations 2016
• The Education Act 2002
• The Education (School Day and School Year) (England) Regulations 1999
• The Changing of School Session Times (England) (Revocation) Regulations
2011
• The Education and Inspections Act 2006

7.3

Relevant Guidance:
Department for Education Guidance (DfE):
➢ Parental Responsibility Measures for School Attendance and Behaviour
➢ Children Missing Education
➢ School attendance Guidance for maintained schools, academies, independent
schools and local authorities

•
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Appendix 1
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Appendix 2

Addendum: recording attendance in relation to
coronavirus (COVID-19) during the 2021 to 2022
academic year
Purpose of this document
This publication is an addendum to the non-statutory school attendance: guidance for schools
We have amended regulations to enable schools, in the 2021 to 2022 academic year, to
continue to record where a pupil does not attend in circumstances relating to COVID-19.

Attendance expectations
Attendance is mandatory. The usual rules on attendance continue to apply, including:
•
•
•
•

parents’ duty to ensure that their child of compulsory school age attends regularly at
the school where the child is a registered pupil
schools’ responsibilities to record attendance and follow up absence
the ability to issue sanctions, including fixed penalty notices, in line with local
authorities’ codes of conduct
the duty on local authorities to put in place arrangements for identifying, and to follow
up with, children missing education

Not attending in circumstances relating to COVID-19
This category must be used to record sessions that take place in the 2021 to 2022 academic
year where a pupil does not attend because their travel to, or attendance at, school would be:
•

•

contrary to guidance relating to the incidence or transmission of COVID-19 from
Public Health England (PHE), or its successor UK Health Security Agency (UKHSA),
and/or the Department of Health and Social Care (DHSC)
prohibited by any legislation (or instruments such as statutory directions) relating to
the incidence or transmission of COVID-19

This category must only be used to record where a pupil is not attending for the reasons set
out above. It should not be used to record any other type of non-attendance or absence - for
example, where a parent or pupil is anxious about attending school because of COVID-19.
The schools COVID-19 operational guidance sets out when pupils should self-isolate and
when they ought to be tested in the 2021 to 2022 academic year.

Examples in which ‘not attending in circumstances
relating to COVID-19’ could apply
In line with current legislation, and guidance from PHE (and its successor the UKHSA) and
DHSC, examples are as follows.
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Pupils who are required to self-isolate as they have symptoms or confirmed
COVID-19
Pupils who have symptoms of COVID-19, or have had a positive lateral flow device (LFD)
test, should self-isolate and get a confirmatory polymerase chain reaction (PCR) test.
If a pupil tests negative and if they feel well, they can stop self-isolating and return to school.
If the pupil remains unwell following the test (such as with a different illness), then they
should be recorded as code I (illness). Code X should only be used up until the time of the
negative test result. Schools should not retrospectively change the attendance register due to a
negative test result.
If a pupil tests positive, they should continue to self-isolate in line with public health
guidance. Code X should be used for the period of self-isolation until the test. After the pupil
tests positive, they should be recorded as code I (illness) until they are able to return to school.

Pupils who are a close contact of someone who has symptoms or confirmed
COVID-19
Pupils who are a close contact of someone who has tested positive for COVID-19 do not need
to self-isolate. They should instead get a PCR test, and should only self-isolate if they test
positive. If they do test positive, they should be recorded as code I (illness) until they are able
to return to school.

Pupils who are required by legislation to self-isolate as part of a period of
quarantine
As usual, parents should plan their holidays within school breaks and avoid seeking
permission to take their children out of school during term time. Families should also consider
that their child may need to self-isolate following trips overseas that require a period of
quarantine. If a pupil is required to be in quarantine on arrival in, or return to, the UK, the
school should use code X in the register.

Pupils who are clinically extremely vulnerable when shielding is advised
Clinically extremely vulnerable people are no longer advised to shield. All clinically
extremely vulnerable pupils should attend their education setting unless they are one of the
very small number of children and young people under paediatric or other specialist care who
have been advised by their clinician or other specialist not to attend.
If shielding is advised nationally or in a local area again, by DHSC, PHE or UKHSA, then
pupils who are clinically extremely vulnerable may be advised not to attend school. Nonattendance in accordance with guidance from DHSC, PHE or UKHSA should be recorded as
code X.

Pupils who are self-isolating but who have not had a PCR test
In line with public health advice, pupils with symptoms must self-isolate and schools should
strongly encourage pupils to take a PCR test. Where the pupil is unable to take a PCR test, the
school should record the pupil as code X in the register.
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Schools should follow up with families if they are not satisfied with the reason as to why the
pupil is not in school. Schools can request supporting evidence from the family. Where the
school is not satisfied with the reason given for absence, they may record this using one of the
unauthorised absence codes, in line with the school attendance: guidance for schools.

Remote education
If a pupil is not attending school because their attendance would be contrary to government
guidance or legislation around COVID-19, we expect schools to offer them access to remote
education. Schools should keep a record of, and monitor engagement with, this activity, but
this does not need to be tracked in the attendance register.
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