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1. Aims  

This policy aims to demonstrate Fountains High School’s  commitment to meeting its 
obligat ions in relation to  school attendance, including those set  out in  the Department 
for  Education’s statu tory  guidance, Worki ng Together to Improve School Attendance.  

At  Fountains High S chool,  we believe that  regular attendance is important  for  students’  
learning, wellbeing, personal  development, preparation for adulthood and future 
opportunit ies. We are committed to creat ing a posit ive culture in  which attendance is  
valued, expected and supported, and where students feel  safe, included, understood 
and connected to their  school community.   

We maintain high expectations for  the attendance and punctuality of  al l  students whilst  
recognising that  some students may experience barr iers to attendance ar ising from 
special  educational needs and disabil it ies (SEND), health needs, emotional wellbeing, 
family circumstances , safeguarding concerns or  other  vulnerabili t ies.  We believe that  
positive relationships and a strong sense of  belonging are central  to promoting good 
attendance. We are committed to working collaboratively with students, famil ies and 
professionals to identify  concerns early,  understand barriers  to attendance and provide 
t imely  and appropriate support.   

The school recognises that  attendance can be an important indicator of  a student’s  
safety and wellbeing. Attendance information wil l  be considered alongside safeguarding, 
wellbeing, behaviour  and pastoral  information to support the early  identif icat ion of  need 
and ensure that appropriate support  and intervention are provided where required.  

We aim to achieve this  through a whole-school culture and ethos that values attendance 
and punctuality and i ncludes:  

  Sett ing high expectations for the attendance and punctuality of  al l  students.  

  Promoting good attendance and the benef its  of  regular attendance, engagement 
and part icipation in school l i fe.    

  Fostering a strong sense of  belonging, inclusion and connection to the school 
community.   

  Reducing absence, including persistent absence and severe absence.  

  Ensuring every student can access the education to  whi ch they are ent itled.  

  Acting early  to identify  and address patterns of  absence before they become 
entrenched.  

  Building positive partnerships with students and famil ies to ensure appropriate 
support is  in  place.  

  Working collaboratively with families, external  agencies and other professionals 
to understand and address barr iers to attendance.  
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  Recognising attendance as an important aspect of  safeguarding and student 
wellbeing.  

  Meeting statutory responsibi l it ies and promoting good practice in relat ion to 
school attendance.  

We wil l  also promote and support punctuality  and readiness to learn.   

2. Attendanc e approach   

At Fountains High S chool,  we take a support-f irst  approach to  promoting good 
attendance. In l ine with  our  commitment to  positive relationships, belonging and early 
intervention, we work proactively  with  students, famil ies and external partners, where 
appropriate, to identify  and address attendance concerns at the earl iest opportunity.   

In l ine with  the Department for Education’s guidance, Working Together to Improve 
School Attendance, we work collaboratively with students, famil ies and external  
partners, where appropriate, to:  

Expect:  Aspire to high standards of  attendance and punctuality  from all  students and 
famil ies and build a culture where all  can, and want  to,  be in school and ready to learn 
by pr ior it is ing attendance improvement across the school.   

Monitor:  Rigorously use attendance information to  identify  patterns of  poor attendance, 
both at indiv idual and cohort level,  as soon as possible so that students, famil ies and 
professionals can work together  to address concerns before they become entrenched.  

Listen and Understand: When a pattern of  absence is  identif ied, d iscuss with students 
and famil ies to  l isten to and understand barriers  to  attendance and agree how all  
partners can work together to resolve them.   

Facilitate Support:  Remove barr iers in school and support students and famil ies to  
access the help they need to overcome barriers  to attendance. This  may include 
pastoral,  wellbeing, SEND, family and mu lt i-agency support where appropriate.  

Formalise Support:  Where absence persists  and voluntary support is  not working, or is  
not  being engaged with, work together  to  explain expectations and potential  
consequences clearly and ensure support is  in place to enable improvement. Depending 
on the circumstances, this may include formal attendance support plans, attendance 
contracts or other  formal support arrangements.  

Enforce: For students of  statutory school age, where all  other  avenues have been 
exhausted and support is  not working or is  not being engaged with, enforce attendance 
through statutory  intervention in l ine with relevant  legislat ion, Department  for  Education 
guidance and local  authority  procedures to protect the student’s r ight  to education.  
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3. Legislation and gu idance    

This policy is  based on the Department for Education’s statutory  guidance Working 
Together to Improve School Attendance and School Attendance Parental Responsibil i ty  
Measures.  

The guidance is  based on the following legislation, whi ch sets out  the legal  powers and 
duties that govern school attendance:  

  Part 6 of  the Education Act 1996 

  Part 7 of  the Education and Inspections Act  2006  

  The School Attendance (Pupil  Registrat ion) (England) Regulat ions 2024 

  The Education (Penalty  Notices) (England) Regulations 2007, as amended  

  The Equality Act 2010  

This  policy also refers to:   

  Keeping Children Safe in Education (KCSIE) 2026 

  School census guidance 

  Mental  health issues affecting pupils’  attendance: guidance for schools  

  Relevant local  authority attendance guidance and procedures  

4. Roles and responsibilities  

4.1 The Sc hool  

The school wil l :  

  Develop and maintain a positive whole-school culture that promotes the benefits 
of  regular  attendance, punct uality,  belongi ng and engagement in learning.  

  Promote high expectat ions for attendance and punctuality  for  al l  students.  

  Work with students, famil ies and external agencies, where appropriate, to 
identify,  understand and address barr iers to attendance.   

  Listen to and understand the needs of  students and famil ies when attendance 
concerns ar ise and provide support at  the earl iest opportunity.   

  Consider indiv idual  circumstances when implementing this  policy,  including the 
needs of  students with SEND, health  needs, social ,  emotional  and mental  health 
needs and other  vulnerabil i t ies.   

  Investigate unexplained absence and follow the school’s  attendance, 
safeguarding and children missing education procedures where appropriate.  
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  Share information and work collaboratively with the local  authority  and other 
relevant agencies in accordance with statutory duties, legislati on and guidance.  

  Regularly  monitor,  review and analyse attendance and absence information to 
identify  students, groups of  students or wider trends requiring additional  support.    

  Consider attendance information alongside safeguarding, wellbeing, behaviour 
and pastoral  information to support the early  identif ication of  need and ensure 
appropriate support  and intervention are provided.  

  Ensure students can access education appropriate to  their  individual  needs and 
circumstances.  

  Promote and support punctual ity across the school.   

  Record attendance accurately and maintain attendance registers in accordance 
with statutory requirements.   

4.2 The Governi ng Body   

The Governing Body is  responsible for:   

  Sett ing high expectations for attendance and punctuality acros s the school.   

  Promoting the importance of  school attendance across the school’s  policies and 
ethos.  

  Ensuring school leaders fulf i l  their  responsibil i t ies and statutory  duties relating 
to attendance.  

  Ensuring attendance receives regular scrutiny and challenge through the school’s  
governance processes.  

  Monitor ing attendance information and patterns of  absence.  

  Seeking assurance that effect ive action is being taken to promote attendance, 
support students and reduce absence.  

  Holding the Headteacher  to  account for the implementat ion of this  policy.   

4.3 The Headteacher   

The Executive Headteacher/Head of  School is responsible for:    

  The implementation of  this  policy across the school.  

  Promoting a culture where attendance is valued, supported and expected.  

  Ensuring attendance is given a high profile and remains a strategic priority.   

  Monitor ing school-level  attendance and absence information and report ing this  to  
governors.  



 
 
 
 

 ATTENDANCE POLICY  

| 7 

  Ensuring effective systems are in place for recording, monitoring and improving 
attendance.  

  Support ing staff  to monitor  and improve attendance of  indiv idual  students.  

  Ensuring attendance concerns are identif ied and addressed at the earliest 
opportunity.   

  Monitor ing the impact  of  attendance improvement strategies and interventions.  

  Working with the local  authority and external  partners, where appropriate, to 
improve attendance outcomes.  

  Ensuring attendance is considered as part of  the school’s  safeguarding, wellbeing 
and inclusion responsibil i t ies.   

4.4 Senior Attendance Champion  

The Senior Attendance Champion is  responsible for:     

  Leading and championing attendance improvement across the school.   

  Sett ing and maintaining a clear vision for attendance improvement.  

  Monitor ing and analysing attendance and absence information, including 
identifying trends, patterns and priorit ies for action.  

  Evaluating attendance processes, support and interventions.  

  Ensuring attendance concerns are identif ied and responded to at  the earl iest 
opportunity.   

  Working with students, famil ies and external  agencies, where appropriate, to 
improve attendance outcomes.  

  Building positive and productive relat ionships with famil ies to support 
attendance.  

  Support ing the development of attendance support and reintegrat ion plans where 
required.  

  Report ing attendance information to senior leaders and governors as required.  

4.5 Attendanc e Officer  

The Attendance Officer is  responsible for:   

  Monitor ing daily  attendance and absence information.  

  Support ing f i rst-day response procedures and the follow-up of  unexplained 
absences.  

  Identifying attendance concerns and sharing these with  relevant  staff.   
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  Support ing the implementation of  attendance interventions and attendance 
support plans.  

  Maintaining accurate  attendance records.  

  Support ing attendance analysis and report ing processes.  

  Liaising with  famil ies and external  agencies, where appropriate, regarding 
attendance matters.   

4.6 Class Teachers   

Class Teachers are responsible for:   

  Recording attendance accurately for morning and afternoon registrat ion sessions 
using the appropriate attendance codes.  

  Completing attendance registers within the required t imescales.  

  Promoting good attendance and punctuality.   

  Building positive relationships with students and famil ies.  

  Identifying attendance concerns and emerging patterns of  absence and sharing 
these with appropriate staff.   

  Support ing students to feel safe, included, engaged and ready to learn.  

  Maintaining professional  curiosity regarding changes in attendance and patterns 
of  absence.  

4.7 School Office Staff  

School Off i ce Staff  are responsible for:  

  Receiving and recording absence notif ications from parents/carers.  

  Maintaining attendance records and attendance registers in accordance with 
statutory requirements. 

  Following up unexplained absences in  l ine with school procedures.  

  Referring attendance concerns to appropriate staff  where further  support may be 
required.  

  Support ing communication between families and relevant  school staff  regarding 
attendance matters.   
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4.8 Parent s/Carers  

Where this policy  refers to a parent/carer, it  refers to the adult  the school and/or local  
authority considers most appropriate to work with, including all  those with parental  
responsibil i ty  and those who have day-to-day care of  the child.   

Parents/carers are expected to: 

  Ensure their  child attends school every day and arr ives on t ime.  

  Notify the school of  the reason for any absence on the f irst  day of  absence and 
each subsequent day of  absence unless alternative arrangements have been 
agreed.  

  Provide the school with more than one emergency contact number wherever  
reasonably possible.  

  Keep contact detai ls  up to date and inform the school of  any changes.  

  Ensure that,  where possible, appointments are arranged outside of  the school 
day.  

  Request  leave of  absence in  advance where required.  

  Work in partnership with the school to promote good attendance.  

  Engage with attendance support, meetings and interventions where concerns 
arise.  

  Inform the school of  any circumstances that may affect their  child’s attendance 
or  punctuality .   

  Seek support at  the earl iest opportunity if  they are experiencing diff iculties that 
may impact  attendance.  

4.9 Students   

Students are expected to: 

  Do their  best to attend school every  day and arrive on t ime.  

  Speak to a safe adult,  where possible, if  they are experiencing diff iculties that 
may affect  their  attendance.  
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5. Recording and rep orting attendance     

5.1 Attendanc e regi ster  

The school wil l  maintain an electronic attendance register and place all  students on this  
register.   

Attendance will  be recorded at  the start  of each morning session and once during each 
afternoon session using the appropriate attendance and absence codes in  accordance 
with the School Attendance (Pupil  Registration) (England) Regulations 2024.  

The attendance register  wil l  record whether  a student is:   

  Present   

  Attending an approved educational  activity  or  off-site provision  

  Absent   

  Unable to attend due to exceptional  circumstances  

Any amendment to the attendance register will  include:  

  The orig inal  entry   

  The amended entry  

  The reason for the amendment  

  The date on which the amendment was made  

  The name and role of  the person making the amendment  

See Appendix 1 for  Department for  Education attendance codes.  

The school wil l  also record:  

  Whether  an absence is  authorised or unauthorised 

  The nature of  any approved educational  act iv ity  

  The nature of  any exceptional  circumstances affect ing attendance.  

Attendance records wil l  be retained for six  years in accordance with statutory 
requirements.  

The school opens to welcome students through the main entrance at 8:40am.  

Students are expected to arrive in school and be ready for registrat ion by 8:55am.   

The school day ends at 3:10pm.  

The morning register  wil l  be taken at  8:55am  and wil l  remain open unti l  9:25am.   

The afternoon register will  be taken at  1:15pm and will  remain open until  1:20pm.   
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Students arriving after 8:55am  must report  to the school off ice so that their  attendance 
can be recorded and a reason for lateness obtained.  

5.2 Unplanned absence   

Parents/carers must notify  the school of  the reason for  a student’s absence on the first  
day of  absence and on each subsequent day unless alternative arrangements have been 
agreed.  

Parents/carers should contact the school off ice before 8:55am,  or  as soon as 
reasonably pract icable, by:   

Telephone:  01283 247580  

Email:  enquiries@fountains-high.staffs.s ch.uk 

When report ing an absence, parents/carers should provide:  

  The student’s  name  

  The reason for the absence  

  The expected date of  return, where known  

Report ing an absence to school t ransport  providers does not replace the requirement to 
not ify  the school directly.   

Absence due to  physical or mental  i l lness wil l  normally be authorised unless the school 
has a genuine concern regarding the authenticity of  the i llness.  

When an absence continues for  more than f ive days, or where there are concerns 
regarding the authenticity of  an il lness, the school may request medical  evidence. This  
may include: 

  An appointment card 

  Prescript ion information  

  A doctor’s note  

  Hospital  documentation  

  Other appropriate evidence  

Medical evidence wil l  not  be requested unnecessari ly.   

I f  the school is not satisf ied that an absence is genuine, the absence may be recorded as 
unauthorised, and parents/carers wil l  be informed.  
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5.3 Planned absenc e  

Medical and dental  appointments wil l  be authorised provided that  parents/carers notify  
the school in advance.  

Parents/carers may be asked to provide evidence of  the appointment.  

Where possible:  

  Appointments should be arranged outside school hours.  

  Students should attend school before and/or  after  the appointment.  

  Time away from school should be kept to a minimum.  

Requests for leave of absence during term t ime must  be made in advance by complet ing 
a leave of  absence request  form, available from the school off ice. Requests wil l  be 
considered in accordance with statutory guidance and the procedures outl ined within 
this  policy.    

5.4 Lateness and pu nctuality  

Students are expected to arrive at  school on t ime each day and be ready for registrat ion 
at 8:55am.   

A student who arrives after 8:55am  but before the register  closes at  9:25am  wil l  be 
recorded as late using the appropriate attendance code.  

A student who arrives after the register  has closed wil l  be recorded using the 
appropriate attendance code in accordance with statutory guidance.  

Students arriving late must report  to the school off ice so that their  attendance can be 
recorded and a reason for lateness obtained.  

The school recognises that  occasional  lat eness may occur  for  a variety of  reasons. 
However,  persistent lateness can have a signif icant  impact on a student’s  education, 
wellbeing and abil i ty  to access the curriculum.  

Where patterns of  lateness or punctuality concerns are identif ied, the school will  work 
with students and famil ies to understand any barriers  and provide support where 
appropriate. Ongoing concerns may be referred to the Attendance Officer  for  further  
consideration and intervention.  
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5.5 Following up unexplained absence  

Where a student  who is  expected to attend school does not attend, or stops attending 
without explanation, the school wil l  take appropriate act ion to establish the reason for 
absence and ensure the student’s  safety and wellbeing.  

The school wil l :   

  Contact parents/carers and emergency contacts to establish the reason for the 
absence.  

  Identify  whether the absence is authorised or  unauthorised.  

  Record the appropriate attendance code as soon as the reason for absence is  
established and no later than f ive working days after the relevant  session.  

  Follow safeguarding and Children Missing Education (CME) procedures where 
required.  

  Make referrals to external  agencies where necessary.   

The school wil l  respond proport ionately  to indiv idual cir cumstances and may accelerate 
any stage of  the procedure where there are immediate safeguarding concerns.  

The school’s  response to unexplained absence is outl ined on the next page:  
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U nexp l ai n ed  Ab se nc e Proc ed ur e  
Ti me sc al e  S c ho ol  R es po ns e   
D ay 1    T he  scho ol  o ff i ce  wi l l  c ont ac t  p ar e nt s/c are rs  and  e mer ge ncy  c o nta c t s 

u si n g al l  av ai labl e m e t hods ,  i ncl ud i n g te l e ph on e,  te xt  me s sa ge  a nd 
e ma il ,  t o  e st ab l i sh the  r ea son  fo r  t he  ab se nc e .   

  I f  no  c on t ac t  h as  b ee n est abl i sh ed by 11: 0 0a m,  th e  sa fe g uar d i n g te am 
wi l l  be  i nf orm e d and at t emp t s to  c on t act  wil l  c onti n u e .   

  Wher e  appr op ri a te ,  so c ial  wor ker s  an d ot he r  i nvo lve d p rof e ss ion al s 
wi l l  be  i nf orm e d.   

D ay 2    F urt h er  at te mp ts  wil l  b e  m ade  t o  co nta ct  p are nts /c ar er s and  
e mer ge ncy  c on tac ts .   

  Atte ndan c e co nc e r ns  wil l  be  re v ie we d and  s h ar e d wi t h  th e safe g uar d ing  
te a m.  

D ay 3    I f  c on tac t  h a s no t  be en  es t ab l i s hed ,  a  we lf are  v is i t  wi l l  be  co m ple te d  
by  a me mb e r o f  t he  s af eg ua r di n g t e a m t o e st ab l i sh  th e  st ud en t’s  
whe re abo u ts  an d e n s ur e  the y  ar e  sa fe and wel l .   

  A sa fe gu ard i ng  co n ce r n wil l  be  r ai se d  and  re c orde d o n t he  sc h ool ’ s 
sa fe g ua r di n g sy ste m .  

  Sa fe g u ar di ng  c onc e rn s  wi l l  b e ac te d up on a s app rop ri a te.   
 
  

D ay 5    A wel fa r e v i si t  w i l l  be  c omp le t e d by  a  me mb e r of  t he  s afe g ua r di n g t e a m 
for  any  st ud ent  ab se nt  for  f i v e con se c ut i v e sc hool  d ay s,  r e g ardl e s s o f  
whe th e r  c ont ac t  ha s b ee n e st abl i sh e d w i th  th e  f amil y.   

  T he  p ur p os e  o f  th e  v i si t  i s to  e st abl i sh we l lbe i ng,  i den ti fy  a ny b arr i e r s 
to  a tt e nd an ce  and c on si de r  a ny s up por t  th at  may  b e  r eq u i re d.  

  Addi t i ona l  sa fe gu ard i n g ac t i o n w i l l  b e  con si d er ed  w he re  app r opri at e .    
On go i n g 
ab s enc e  

  T he  scho ol  w i l l  c o nti n u e t o  ma k e  re a son able  a tte mp ts  to  e sta bl i sh t h e  
st ud e nt ’s  wh e re abo ut s  and ma i nt ai n  c on tac t  wi th  t he f ami ly .   

  Addi t i ona l  we l fa re  v i s i t s,  s afe g u ar di n g e nq ui r i e s and  m ult i - ag e nc y 
i nvolv e me nt  m ay  be  u n d er ta k en w her e  ap p ro p ri at e .   

  Re fe r r al s  to  ext er n al  a ge nc i e s,  i n cl udi n g Ch il dre n ’s  S oc ial  Ca re ,  ma y 
be  m ade  whe r e c on c e r ns are  i de n ti f i ed .   

  All  ac t io ns  a nd a tte mp ts to  c o nt act  the  fa mil y  wi l l  b e  re c o rde d 
appr op ri a te ly.   

U nab l e t o  
es tab l is h 
wher e abo ut s   

  Wher e  th e  sc ho ol  i s  u n able  t o  e st abl i sh  a  s t u d ent ’s  wh e re abo ut s,  or  
the re  ar e  c on c er n s th a t  a s tud ent  m ay no t  be  r ec e iv i ng a  s ui tabl e  
e duc at i on,  l ocal  aut ho r ity  and n at ion al  C h i ldr e n Mi s sin g Ed uc ati o n 
pr oce d u re s wi l l  b e  f ol l owed  and r ef e rr al s  m a de  a s r e q u ir ed .   

  T he  scho ol  w i l l  c o nti n u e t o  wor k wit h  re l e va nt  ag e nc ie s u nti l  the  
st ud e nt ’s  wh e re abo ut s  and e d uc a ti on al  p r ovi si o n h av e b ee n 
e st ab l i sh e d.   
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Important information:  

  This procedure may be adapted according to the individual  circumstances and 
needs of  the student.  

  Safeguarding concerns will  always take pr iority and be responded to in 
accordance with the school’s Safeguarding and Child  Protection Policy.   

  External  agencies may be contacted at any stage where there are concerns 
regarding a student’s safety or wellbeing.  

  The police may be contacted immediately where there is  an identif ied risk of  
harm.  

  All  actions taken in response to unexplained absence wil l  be recorded 
appropriately.   

  This procedure applies to all  students, including those who are not  of  compulsory 
school age.  

5.6 Reporti ng attend ance to parents/carers 

The school wil l  regularly inform parents/carers about their  child’s attendance and 
absence levels.   

Attendance information may be shared through:  

  Termly  attendance letters.   

  The annual school report.   

  Progress evenings.  

  Meetings and review discussions.  

  Other appropriate communication methods.  

Where concerns arise, attendance information wil l  be shared more frequently  and the 
school wil l  work in partnership with students and famil ies to identify  barriers,  provide 
support and improve attendance outcomes.  

6. Authorised and unauthorised absenc e     

Attendance codes will  be applied by the school off ice and Attendance Officer  in 
accordance with relevant legislation, Department for Education guidance and school 
procedures.  

Decisions regarding leave of  absence requests, exceptional  circumstances and other  
cases requiring professional  judgement wil l  be made by the Executive Headteacher,  
Head of  School or  another  appropriate senior  leader act ing under delegated authority.   
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Only the school can authorise an absence. A note, telephone call  or  email  from a 
parent/carer  does not automatically mean that an absence wil l  be authorised.  

6.1 Approva l for term-time abse nce 

The school wil l  only grant a leave of  absence during term t ime where the request meets 
the circumstances set  out  in the School Attendance (Pupil  Registrat ion) (England) 
Regulations 2024.   

These circumstances include:  

  Taking part  in a regulated performance or regulated employment abroad.  

  Attending an interview for employment or admission to  another educational  
inst itution.  

  Study leave.  

  A temporary,  t ime-l imited part-t ime t imetable.  

  Exceptional circumstances.  

A leave of  absence is granted at the discretion of  the school,  including the length of  t ime 
a student is authorised to be absent.   

The school defines exceptional  circumstances as circumstance s that are rare, 
s ignif icant  and beyond the control  of  the student or their  family and which would not  
reasonably be expected to occur during school holiday periods.   

Each request wil l  be considered individually,  taking acco unt of  the specif ic facts,  
circumstances and relevant  background information relating to the request.   

Requests for leave of absence during term t ime must  be made in advance by complet ing 
a leave of  absence request  form, available from the school off ice. Where possible, 
requests should be submitted at  least  two weeks before the proposed absence.  

The school may request  evidence to support an applicat ion.  

As leave of  absence wil l  only be granted in exceptional circumstances, i t  is unlikely  that 
a request for  a family holiday during term time wil l  be authorised.  

Parents/carers should not assume that  leave wil l  be authorised and should not make 
travel  arrangements until  a  decision has been confirmed by the school.   

6.2 Other reasons for authorised ab senc e  

Examples of  absence that may be authorised include:  

  I l lness, including physical  or  mental  health needs, where the school is  satisf ied 
that  the student is  unable to attend.  

  Medical or dental  appointments that cannot reasonably be arranged outside 
school hours.  
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  Religious observance, where the day is  exclusively set apart  for rel ig ious 
observance by the relig ious body to which the parent/carer  belongs. 

  Parent/carer travell ing for occupational  purposes, where this is  permitted within 
current attendance regulat ions.  

  Other absences authorised in accordance with relevant legislation and statutory 
guidance.  

The school may request  evidence to support an absence request where appropriate.  

6.3 Unauthorised absence  

An absence may be recorded as unauthorised where:  

  No explanation for the absence has been provided.  

  The school is not satisf ied with the reason given for the absence.  

  The absence has not been approved by the school.   

  Leave of  absence has been taken without  the agreement of  the school.  

  The absence does not  meet  the criteria for authorisat ion set  out  in  legislat ion or 
statutory guidance.  

Unauthorised absence may result  in attendance support  being implemented and, where 
appropriate, formal intervention in accordance with this policy  and local  authority  
procedures.  

6.4 Absence from the school site that  is not classif i ed as ab sence  

Students may be recorded as attending an approved educational  activity where they are 
participating in an activ ity arranged or  approved by the school.   

Examples include:  

  Attending an approved off-site educational  activity,  sporting activity,  educational  
visit  or  tr ip.   

  Attending another school at  which the student  is also registered (dual  
registration).   

  Attending provision arranged by the local authority.   

  Attending work experience.  

  Other circumstances permitted under relevant  legislation and statutory  guidance, 
including where there is  an unavoidable cause preventing attendance at the 
school s ite.    
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6.5 Penalty notice s and notices to impro ve   

The statutory attendance enforcement measures set  out  below apply to students of  
compulsory school age. Different approaches may be required for students who are 
above compulsory school age.  

The school wil l  make use of  the full  range of  support  and legal  interventions available to 
improve attendance where appropriate.  

Where support  is considered appropriate and parents/carers have not  engaged with 
support,  or  attendance has not  improved despite support being offered, a notice to 
improve may be issued in accordance with local  authority procedures.  

A notice to  improve wil l  set out:   

  The attendance concerns identif ied.  

  The support that has been offered.  

  The actions expected from parents/carers.  

  The period during which improvement is expected.  

  The potential consequences of  fai l ing to secure suff icient  improvement.  

The Executive Headteacher,  Head of  School (or  another appropriately  authorised senior  
leader),  the local  aut hority  or the police may issue a penalty  not ice for the unauthorised 
absence of  a student  of  compulsory  school age.  

Before issuing or  requesting a penalty notice, the school wil l  consider the individual  
circumstances of  the case, including:  

  Whether  the national  threshold for  considering a penalty notice has been met. 

  Whether  a penalty not ice is  the best available tool to improve attendance for  that  
student.   

  Whether  further support,  a notice to improve or another legal  intervention would 
be a more appropriate solut ion.  

  Whether  any obligations under the Equality Act 2010 make issui ng a penalty 
not ice inappropriate.  

Each parent/carer who is  l iable for  a student’s unauthorised absence may be issued with 
a penalty notice, although this  wil l  us ually  only  apply  to the parent(s)/carer(s)  who 
allowed the absence.  

The payment must be made directly to the local  authority,  regardless of  who issues the 
penalty  not ice. I f  the payment has not  been made after 28 days, the local  authority may 
decide whether to prosecute or  withdraw the notice.  
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Under the National  Framework for  Penalty  Notices:  

  I f  issued with a first penalty  not ice, the parent/carer  must  pay £80 with in 21 
days, or £160 within 28 days.  

  I f  a  second penalty  not ice is  issued to the same parent/carer in respect  of  the 
same student,  the parent/carer  must  pay £160 i f  paid within 28 days.  

  A third  penalty notice cannot be issued to the same parent/carer in respect of  the 
same student within  three years of  the date of  issue of  the f irst  penalty  notice. 
Where the nat ional threshold is  met for  a third t ime within those three years, 
alternative legal  act ion may be considered.  

A penalty notice may also be issued where parents/carers allow their  child to be present 
in a public place duri ng school hours without reasonable justif icat ion during the f irst  
f ive days of  a suspension or  exclusion, where the school has notif ied parents/carers that 
the student must not be present in  a public place on those days.  

Any use of  notices to improve, penalty  not ices or other  legal  interventions wil l  be in  
accordance with current legislat ion, Department  for  Education guidance and local  
authority procedures.  

7. Promoting and supporting good attendance      

At Fountains High S chool,  we believe that  good attendance is promoted most effectively 
through positive relationships, a strong sense of  belonging and a school environment in  
which students feel  safe, valued, understood and supported.  

We recognise that students are more l ikely to attend and engage successfully  when they 
experience positive relationships, feel  connected to their  school community and have 
access to the right  support at  the right  t ime.  

Attendance is  promoted through:  

  High expectations for attendance and punctuality.  

  Positive and trust ing relat ionships between students, famil ies and staff.   

  An inclus ive school culture that promotes belonging, participat ion and 
engagement.  

  Regular communicati on with  parents/carers regarding attendance and absence.  

  Early  identif icat ion of  attendance concerns and emerging barr iers  to attendance.  

  Celebration and recognit ion of  positive attendance, improved attendance, 
engagement and indiv idual achievements. 

  Access to pastoral,  wellbeing, SEND and family support where required. 

  Collaborative working with famil ies and professionals to understand and address 
barriers  to attendance.  
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  Targeted support through Early Help and mult i-agency working  where appropriate.  

  Support  to enable students to access learning, engage with school l i fe  and 
achieve positive outcomes.  

Where attendance concerns arise, the school will  work collabor atively with students, 
famil ies and relevant professionals to understand barr iers,  identify  solutions and ensure 
appropriate support  is in place.  

Support  wil l  be tailor ed to  the individual  needs of  the student  and may include pastoral  
support,  wellbeing support,  SEND support,  family support,  reasonable adjustments and 
involvement f rom external  agencies where appropriate.  

The school wil l  consider  attendance information alongside safeguarding, wellbeing, 
behaviour  and pastoral  information to ensure students receive the right  support at  the 
right t ime and concerns are identif ied and addressed as early as possible.  

8. Supporting students with atte ndance needs      

8.1 Students experiencing barriers to attendance  

The school recognises that  attendance diff icult ies are often a symptom of  wider needs 
or  barr iers rather  than the cause of  concern itself.   

Students may experience barr iers to attendance for a variety  of reasons, including:  

  Special  educational  needs and disabil i t ies (SEND) .  

  Physical  health needs.  

  Emotional  wellbeing and mental  health needs.  

  Anxiety-based attendance dif f iculties.  

  Family circumstances.  

  Safeguarding concerns.  

  Transport  diff icult ies .  

  Other vulnerabil i t ies that may affect attendance.  

The school is committed to building posit ive relationships with students and famil ies in 
order to understand and address barriers  to attendance at the earl iest  opportunity.   

Where attendance concerns arise, the school will  work collabor atively with students, 
famil ies and professionals,  where appropriate, to identify  barr iers and agree appropriate 
support.   

The school recognises that  attendance concerns may be l inked to a student’s  identified 
needs, health needs, wellbeing, family circumstances or other vulnerabil it ies.  Where 
appropriate, the school wil l  work collabor at ively  with parents/carers, the local  auth ority 
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and other  professionals to identify  barr iers to attendance and ensure appropriate 
support is  in  place.  

Where required, the school wil l  provide information to the local  authority regarding 
students whose absence due to i l lness is causing signif icant  concern.  

8.2 Reint egration following absence   

The school recognises that  some students may require additional  support when 
returning to school following a period of  absence.  

This  may include students returning after:   

  Signif icant i l lness or  injury.  

  Hospital  admission.  

  Mental  health diff iculties.  

  Anxiety-based absence.  

  Extended periods of  authorised absence.  

  Other unavoidable periods of  absence.  

Reintegrat ion arrangements wil l  be tailored to the indiv idual  needs of  the student  and 
developed in partnership with the student,  parents/carers and, where appropriate, 
external  professionals.   

Support  may include:   

  Reintegrat ion meetings.  

  Reintegrat ion plans.  

  Reasonable adjustments.  

  Risk assessments where appropriate.  

  Gradual or  phased reintegration arrangements where appropriate.  

  Addit ional pastoral,  wellbeing or  SEND support.   

The school wil l  monitor the impact  of  reintegration arrangements and adapt  support as 
required. 
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8.3 Graduated response to atte ndance c oncerns  

At Fountains High S chool,  attendance concerns are addressed through a graduated 
response that pr iorit ises early identif ication, partnership working and personalised 
support.   

The school wil l  monitor attendance from the beginning of  the academic year and identify  
concerns at  the earl iest opportunity.  Safeguarding concerns, s ignif icant barriers  to 
attendance and rapidly declining attendance wil l  always be responded to promptly.  The 
graduated response outl ined below will  normally  be applied once attendance patterns 
have been established, usually  after  the f irst  four  weeks of  the academic year.  

Attendance percentages are used as indicators to support the identif ication of  concerns 
but  wil l  always be considered alongside the student’s indiv idual  circumstances, SEND, 
health needs, emotional  wellbeing, safeguarding concerns and family circumstances. 
The school may move between tiers where professional judgement indicates that  a 
different level  of  support  is required.  

 

Important information:  

  Attendance percentages are used as indicators and do not replace professional  
judgement.  

  Attendance concerns may be addressed at any t ier  where there are safeguarding 
concerns, s ignif icant  barriers  to attendance or rapidly declining attendance.  
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  The school recognises that  progress in attendance may not always be l inear and 
that  students with SEND, health needs, anxiety-based attendance diff iculties and 
other vulnerabil it ies may require personalised approaches, reasonable 
adjustments and longer periods of support.   

  Students who are persistently absent (below 90%) and severely absent  (50% or 
below) wil l  be priorit i sed for support  and intervention.  

  The school wil l  always seek to understand barr iers to attendance and provide 
appropriate support  before considering formal intervention. 

  For students above compulsory school age, support wil l  continue to be offered, 
although statutory attendance enforcement measures may not apply.   

9. Attendanc e monit oring       

9.1 Monitoring attendance   

The school wil l  monitor attendance, absence and punctuality information regularly at  an 
individual,  group, cohort  and whole-school level.   

Attendance information wil l  be monitored and reviewed by the Attendance Off icer,  
Senior Attendance Champion and senior leaders to:   

  Identify  students who may require attendance support.   

  Identify  patterns and trends in attendance, absence and punctuality.   

  Monitor  the attendance of  d ifferent groups of  students.  

  Identify  students at  r isk of  persistent absence or  severe absence.  

  Evaluate the effectiveness of  attendance support and interventions. 

  Inform attendance improvement prior it ies and act ions.  

Attendance information wil l  also be reported to governors through the school’s  
governance and report ing arrangements. 

The school wil l  compare its  attendance information with local,  r egional  and national  
attendance data, where available, to support  self-evaluation and attendance 
improvement.  

9.2 Anal ysing attend ance   

The school wil l  analyse attendance and absence information regularly to:    

  Identify  indiv idual students who may benefit  from additional support.   

  Identify  groups of  students who may require targeted intervention.  

  Identify  patterns and trends in attendance, absence and punctuality.   
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  Understand barriers  to  attendance.  

  Evaluate the effectiveness of  attendance support and intervention strategies.  

Attendance information wil l  be considered alongside safeguarding, wellbeing, 
behaviour,  SEND and  pastoral information to  support the early identif ication of  concerns 
and ensure that appropriate support  is in place.  

The school wil l  review historic and emerging attendance patterns and use this  
information to inform attendance improvement strategies.  

9.3 Using data to improve attendance    

The school wil l  use attendance information to:    

  Develop targeted actions to address identif ied attendance concerns.  

  Support  students whose attendance may be causing concern.  

  Evaluate the impact of  attendance support and interventions. 

  Inform future attendance improvement strategies.  

  Identify  prior it ies for  whole-school attendance improvement.  

Attendance information may be shared with relevant  staff,  including pastoral  staff ,  
senior  leaders, the SENCo and safeguarding team, where appropriate, to support 
attendance improvement.  

Where appropriate, the school wil l  share relevant information and work collaborat ively  
with famil ies, professionals,  the local  authority  and other  agencies to support  improved 
attendance outcomes.  

9.4 Persistent and severe absence     

A student is  considered persistently  absent where they miss 10% or more of  their  
possible sessions and their  attendance falls below 90%.  

A student is  considered severely absent where their  attendance falls  to  50% or below.  

The school recognises that  persistent and severe absence can be an indicator  of  
underlying barr iers to attendance and may be associated with increased educational,  
wellbeing and safeguarding concerns.  

Students whose attendance falls  within  these categories wil l  be priorit ised for support  
and intervention in  accordance with the school’s graduated response.  

The school wil l  work collaboratively with students, famil ies and professionals to:   

  Understand barriers  to  attendance. 

  Identify  and implement appropriate support.   

  Promote engagement with school.   
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  Improve attendance outcomes.  

  Review the effectiveness of  support and intervention.  

Attendance concerns relating to persistent  or  severe absence wil l  be considered 
alongside safeguarding, wellbeing, SEND , health and family  circumstances to ensure 
that  support is  appropriate to the student’s  individual  needs.  

The school wil l  conti nue to work proactively with students and families to remove 
barriers  to attendance and provide appropriate support before considering formal 
intervention.  

10. Monitoring arrangement s  

This policy will  be reviewed annually by the Designated Safeguarding Lead. At every 
review, the policy  wil l  be approved by the Executive Headteacher  or Head of  School and 
shared with the Governing Body.  

The policy may be reviewed earl ier  where changes to  legislation, statutory guidance, 
local  authority proce dures or school practice require this.   

11. Links with other polic ies   

This policy should be read alongside the following school policies and guidance 
documents:  

  Safeguarding and Child Protection Policy  

  Behaviour Policy   

  Mental  Health and Wellbeing Policy  

  Support ing Pupils  wit h Medical  Condit ions Policy  
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Appendix 1 – Depart ment for Educ ation Attendance Codes  
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