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Statement of Intent 

Extol Trust 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 understand that barriers to attendance are complex, and that some pupils find it harder 

than others to attend school; therefore, we will continue to prioritise cultivating a safe and 

supportive environment at school, as well as strong and trusting relationships with pupils 

and parents. 

We take a Trust-wide approach to securing good attendance, and recognise the impact that 

our efforts in other areas ς such as the curriculum, behaviour standards, bullying, SEND 

support, pastoral support, and the effective use of resources such as pupil premium ς can 

have on improving pupil attendance. 

We are committed to: 

¶ Promoting and modelling strong attendance and its benefits. 

¶ Ensuring equality and fairness for all.  

¶ Ensuring this attendance policy is clear and easily understood by staff, pupils, and 

parents. 

¶ Intervening early and working with other agencies to ensure the health and safety of 

our pupils. 

¶ Building strong relationships with families to overcome barriers to attendance. 

¶ Working collaboratively with other schools in the area, as well as other agencies. 

¶ Ensuring parents follow 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 

them to receive efficient full-time education suitable to their age, ability and 

aptitude, and to any SEND they may have, either by regular attendance at school or 

otherwise.  

¶ Regularly monitoring and analysing attendance and absence data to identify pupils 

or cohorts that require more support. 

Each school will have a named attendance officer who can be contacted by telephone, email 

or appointment, made via the main reception.  (Ref: Appendix 1) Staff, parents and pupils 

will be expected to contact the attendance officer for queries or concerns about 

attendance. 
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1. Legal Framework 

This policy has due regard to all relevant legislation, statutory and non-statutory guidance 

including, but not limited to, the following:  

¶ Education Act 1996 

¶ Equality Act 2010 

¶ The Education (Pupil Registration) (England) Regulations 2006 (As amended) 

¶ The Children (Performances and Activities) (England) Regulations 2014 

¶ Children and Young Persons Act 1963 

¶ DfE (2024ύ Ψ²ƻǊƪƛƴƎ ǘƻƎŜǘƘŜǊ ǘƻ ƛƳǇǊƻǾŜ ǎŎƘƻƻƭ ŀǘǘŜƴŘŀƴŎŜΩ (statutory guidance)  

¶ DfE (2025) ΨKeeping children safe in education (KCSiE) 2025Ω 

¶ DfE (2024ύ ΨChildren missing educationΩ 

¶ 5Ŧ9 όнлнпύ ΨtǊƻǾƛŘƛƴƎ ǊŜƳƻǘŜ ŜŘǳŎŀǘƛƻƴΩ  

¶ DfE (2024ύ ΨSummary table of responsiōƛƭƛǘƛŜǎ ŦƻǊ ǎŎƘƻƻƭ ŀǘǘŜƴŘŀƴŎŜΩ 

This policy operates in conjunction with the following Trust / school policies: 

¶ Behaviour Policy 

¶ Cared for Children and Previously Cared for Children Policy  

¶ Complaints Policy 

¶ Managing Pupils with Medical Conditions Policy 

¶ Safeguarding and Child Protection Policy 

¶ SEND Policy 

¶ Social, Emotional and Mental Health (SEMH) Policy 

¶ Suspension and Exclusion Policy  

2. Roles and Responsibilities  

The Trustees have overall responsibility for: 

¶ Recognising the importance of school attendance and promoting ƛǘ ŀŎǊƻǎǎ ǘƘŜ ¢ǊǳǎǘΩǎ 

ethos and policies.  

¶ Ensuring school leaders fulfil expectations and statutory duties. 

¶ Regularly reviewing attendance data, discussing and challenging trends, and helping 

school leaders focus improvements on the individual pupils or cohorts who need it 

most,  

¶ Working with school leaders in schools who are struggling with their attendance to 

develop a comprehensive attendance action plan to improve attendance. 

¶ Providing regular opportunities to bring together staff from different schools to learn 

ŦǊƻƳ ŜŀŎƘ ƻǘƘŜǊΩǎ ŀǘǘŜƴŘŀƴŎŜ ŜȄǇŜǊǘƛǎŜ ŀƴŘ ǎƘŀǊŜ ŜŦŦŜŎǘƛǾŜ ƛƴǘŜǊǾŜƴǘƛƻƴǎΦ  

¶ Ensuring school staff receive adequate training on attendance. 
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¶ Ensuring that this policy, as written, does not discriminate on any grounds, including, 

but not limited to, ethnicity/national origin, culture, religion, gender, disability or 

sexual orientation. 

The local governing body has overall responsibility for: 

¶ Monitoring the implementation of this policy and all relevant procedures across the 

school. 

¶ Promoting the importance of good attendance. 

¶ Ensuring all relevant staff receive training on attendance that is appropriate to their 

role. 

¶ Working with the Senior Leadership Team (SLT) to set goals for attendance and 

providing support and challenge around delivery against those goals. 

¶ Regularly reviewing attendance data. 

¶ Sharing effective practice on attendance management and improvement across 

schools. 

¶ IŀƴŘƭƛƴƎ ŎƻƳǇƭŀƛƴǘǎ ǊŜƎŀǊŘƛƴƎ ǘƘƛǎ ǇƻƭƛŎȅ ŀǎ ƻǳǘƭƛƴŜŘ ƛƴ ǘƘŜ ¢ǊǳǎǘΩǎ /ƻƳǇƭŀƛƴǘǎ 

Policy.  

¶ IŀǾƛƴƎ ǊŜƎŀǊŘ ǘƻ ΨYŜŜǇƛƴƎ ŎƘƛƭŘǊŜƴ ǎŀŦŜ ƛƴ ŜŘǳŎŀǘƛƻƴΩ ǿƘŜƴ ƳŀƪƛƴƎ ŀǊǊŀƴƎŜƳŜƴǘǎ ǘƻ 

safeguard and promote the welfare of children. 

¶ Ensuring there is a Children Missing Education Policy in place and that this is 

regularly reviewed and updated. 

¶ Ensuring school staff receive adequate training on attendance. 

The headteacher is responsible for: 

¶ Ensuring all schools have a dedicated senior attendance champion with overall 

responsibility for championing and improving attendance (this may be the 

headteacher)  

¶ Developing and maintaining a school culture that promotes the benefits of good 

attendance. 

¶ The day-to-day implementation and management of this policy and all relevant 

procedures across the school. 

¶ Monitoring the impact of implemented attendance strategies.  

¶ Appointing an attendance officer.   

¶ Ensuring all ǇŀǊŜƴǘǎ ŀǊŜ ŀǿŀǊŜ ƻŦ ǘƘŜ ǎŎƘƻƻƭΩǎ ŀǘǘŜƴŘŀƴŎŜ ŜȄǇŜŎǘŀǘƛƻƴǎ ŀƴŘ 

procedures. 

¶ Ensuring that every pupil has access to full-time education and will act as early as  

possible to address patterns of absence. 
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The dedicated senior attendance champion is responsible for: 

¶ Leading attendance across the school  

¶ Offering a clear vision for attendance improvement  

¶ Evaluating and monitoring expectations and processes  

¶ Having an oversight of data analysis  

¶ Devising specific strategies to address areas of poor attendance identified through 

data  

The attendance officer * is responsible for: 

¶ The overall strategic approach to attendance in school. 

¶ Developing a clear vision for improving attendance. 

¶ Monitoring attendance and the impact of interventions. 

¶ Analysing attendance data and identifying areas of intervention and improvement. 

¶ Benchmarking their attendance data (at whole school, year group and cohort level) 

against local, regional, and national levels to identify areas of focus for improvement. 

¶ Reporting to Trustees and local governing body with regard to pupil attendance and 

wellbeing. 

¶ Devising strategies and implementing interventions to overcome poor attendance  

¶ Making timely and regular communications with pupils and parents with regard to 

attendance. Discussing emerging attendance patterns early.  

¶ Following up on incidents of persistent poor attendance. 

¶ Informing the Local Authority (LA) of any pupil being deleted from the admission and 

attendance registers. 

* For the purpose of this policy attendance officer refers to all staff nominated to have 

oversight, monitor and intervene on all matters relating to attendance. (Ref: Appendix 1)  

Staff are responsible for:  

¶ Following this policy and ensuring pupils do so too.  

¶ Ensuring this policy is implemented fairly and consistently. 

¶ Modelling good attendance behaviour. 

¶ Using their professional judgement and knowledge of individual pupils to inform 

decisions as to whether any welfare concerns should be escalated. 

¶ Where designated, accurately take the attendance register at the relevant times 

during the school day. 

Pupils are responsible for: 

¶ Attending school every day, on time.   

¶ Attending lessons and any agreed activities when at school. 

¶ Following any support provided by the school to improve attendance  
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Parents are responsible for: 

¶ Providing accurate and up-to-date contact details. 

¶ Where reasonably possible, providing the school with more than one emergency 

contact number. This will give the school additional options to make contact with a 

responsible adult.  

¶ Updating the school if their details change. 

¶ The attendance of their children at school. 

¶ Promoting good attendance with their children. 

¶ Proactively engaging with any attendance support offered by the school and the LA. 

¶ Notifying the school as soon as possible when their child has to be unexpectedly 

absent. 

¶ Requesting leave of absence only in exceptional circumstances, and in advance. 

¶ Booking any medical appointments around school where possible. 

¶ Following any family-based support implemented by the school to improve 

attendance.  

Parental guidance regarding school attendance and absence can be found at 

www.gov.uk/school-attendance-absence  

The role of the Local Authority Attendance Team 

The Attendance Teams discharges the local authority statutory duties in relation to School 

Attendance: 

All Local Authorities are expected to:  

ω Rigorously track local attendance data to devise a strategic approach to attendance 

that prioritises the pupils, pupil cohorts and schools on which to provide support and 

focus its efforts on to unblock area wide barriers to attendance.  

ω Have a School Attendance Support Team which provides the following core functions 

free of charge to all schools:  

ω Communication and advice: regularly bring schools together to 

communicate messages, provide advice and share best practice between 

schools and trusts within the area.  

ω Targeting Support Meetings: hold termly conversations with schools, using 

their attendance data to identify pupils and cohorts at risk of poor 

attendance and agree targeted actions and access to services for those 

pupils.  

ω Multi-disciplinary support for families: provide access to early help support 

workers to work intensively with families to provide practical whole-family 

support where needed to tackle the causes of absenteeism and unblock 

the barriers to attendance. 

http://www.gov.uk/school-attendance-absence
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ω Legal intervention: take forward attendance legal intervention (using the 

full range of parental responsibility measures) where voluntary support 

has not been successful or engaged with.  

ω Monitor and improve the attendance of children with a social worker through their 

Virtual School.  

3. Definitions  

The following definitions apply for the purposes of this policy:  

Absence: 

Arrival at school after the register has closed 

Not attending school for any reason 

Authorised absence: 

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 

Unauthorised absence: 

Parents keeping children off school unnecessarily or without reason 

Truancy before or during the school day 

Absences which have never been properly explained 

Arrival at school after the register has closed 

Absence due to shopping, looking after other children or birthdays 

Absence due to day trips and holidays in term-time which have not been agreed 

Leaving school for no reason during the day 

Parent 

 For the purpose of this guidance, a parent means: 

¶ all natural parents, whether they are married or not 
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¶ any person who, although they are not a natural parent, has parental 

responsibility (as defined in the Children Act 1989) for a child or young 

person; and, 

¶ any person who, although not a natural parent, has care of a child or 

young person with whom the child lives and who looks after the child, 

irrespective of their relationship with the child   

Persistent absence (PA): 

Missing 10 percent or more of schooling across the year for any reason 

Severe absence: 

 Missing 50% or more of school 

Missing education 

 Not registered at a school and not receiving suitable education in a setting other 

than a school 

4. Attendance Expectations  

Extol Trust Ƙŀǎ ƘƛƎƘ ŜȄǇŜŎǘŀǘƛƻƴǎ ŦƻǊ ǇǳǇƛƭǎΩ ŀǘǘŜƴŘŀƴŎŜ ŀƴŘ ǇǳƴŎǘǳŀƭƛǘȅΣ ŀƴŘ ŜƴǎǳǊŜǎ ǘƘŀǘ 

these expectations are communicated regularly to parents and pupils in each individual 

school.  Pupils will be expected to attend school punctually every day they are required to 

be at school, for the full day. Pupils will be encouraged to communicate any concerns 

related to attendance and absence as soon as possible to the relevant member of staff. 

The School Day   

Once morning register has been taken any pupil arriving after this time and before close of 

register will receive a late mark. Registers will close 15 minutes after registration. Pupils who 

arrive once the register has closed will be marked absent.  The reason for the lateness will 

determine whether or not the absence is authorised or unauthorised.  In recognition of local 

circumstances (such as bad weather or occasional public transport issues), we may keep 

registers open for a reasonable period of time.  Particular attention will be given to patterns 

of late arrival. Pupils who arrive persistently late will be referred to the attendance officer 

who will arrange a meeting with parents to discuss further.  

5. Absence Procedures 

Parents may find the guidance available at www.nhs.uk/live-well/is-my-child-too-ill-for-

school/ useful when deciding whether or not to keep their child off school.  

Parents will be required to contact the school office ƻƴ ǘƘŜ ŦƛǊǎǘ Řŀȅ ƻŦ ǘƘŜƛǊ ŎƘƛƭŘΩǎ ŀōǎŜƴŎŜ 

ς they will be expected to provide an explanation for the absence and an estimation of how 

long the absence will last, e.g. one school day.   

http://www.nhs.uk/live-well/is-my-child-too-ill-for-school/
http://www.nhs.uk/live-well/is-my-child-too-ill-for-school/
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Where a pupil is absent, and their parent has not contacted the school by 9.00am to report 

the absence, an inclusion officer will contact the parent (by telephone call or home visit) as 

soon as is practicable on the first day that they do not attend school. 

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

¶ Ascertain the reason for the absence. 

¶ Ensure the 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. 

Where a pupil is absent for more than three school days in a row, or more than 10 school 

days in one termΣ ǘƘŜ ǇǳǇƛƭΩǎ ǇŀǊŜƴǘ ǿƛƭƭ ōŜ ŜȄǇŜŎǘŜŘ ǘƻ ǇǊƻǾƛŘŜ ŀ ǎƛƎƴŜŘ ƭŜǘǘŜǊ ǿƛǘƘ ŀƴ 

explanation for the absence(s). 

Each school will not request medical evidence in most circumstances where a pupil is absent 

due to illness; however, the school reserves the right to request supporting evidence where 

there is genuine and reasonable doubt about the authenticity of the illness. 

In the case of persistent absence, arrangements will be made for parents to speak to the 

attendance officer. The school will inform the LA, on a termly basis, of the details of pupils 

who fail to attend regularly, or who have missed 10 school days or more without 

authorisation.  

LŦ ŀ ǇǳǇƛƭΩǎ ŀǘǘŜƴŘŀƴŎŜ ŘǊƻǇǎ ōŜƭƻǿ 90% ŀ ŦƻǊƳŀƭ ƳŜŜǘƛƴƎ ǿƛƭƭ ōŜ ŀǊǊŀƴƎŜŘ ǿƛǘƘ ǘƘŜ ǇǳǇƛƭΩǎ 

parent.  

6. Children Missing Education 

Where a pupil has not returned to school for 10 days after an authorised absence, or is 

absent from school without authorisation for 20 consecutive school days, the school will 

remove the pupil from the admissions register if the school and the LA have failed to 

establish the whereabouts of the pupil after making reasonable enquiries, to establish the 

whereabouts of the child. 

This only applies if the school does not have reasonable grounds to believe that the pupil is 

unable to attend because of sickness or unavoidable cause. 

Further information on how LA perform their statutory duties with regard to children 

missing education can be found on individual local authority websites and by following the 

link below: 

Children missing education - GOV.UK (www.gov.uk) 

 

 

https://www.gov.uk/government/publications/children-missing-education
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7. Attendance Register  

Each school uses SIMS to keep attendance registers to ensure they are as accurate as 

possible and can be easily analysed and shared with the appropriate authorities. 

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 pupils are: 

¶ Present. 

¶ Absent. 

¶ Attending an approved educational visit. 

¶ Unable to attend due to exceptional circumstances. 

The school will use the national attendance codes to ensure attendance and absence are 

monitored and recorded in a consistent way. The following codes will be used: 

# = planned whole school closure 

/ = Present in the morning 

\  = Present in the afternoon 

L = Late arrival before the register has closed 

C = Leave of absence granted by the school for exceptional circumstances 

S = Study leave 

C1 = Leave of absence for participating in a regulated performance or employment abroad 

C2 = Leave of absence for part-time pupils 

E = Suspended or permanently excluded but no alternative provision made 

J1 = Leave of absence for job or education interviews 

I = Illness 

M = Medical or dental appointments 

K = Attending provision arranged by the LA 

R = Religious observance 

B = Off-site education activity 

G = Unauthorised holiday 

O = Unauthorised absence 




