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Introduction 

The whole school community – parents/carers, school staff, governors, and the students themselves 
– have a responsibility for ensuring that all students attend school every day. We recognise that there 
is clear evidence of a link between good attendance at school and high levels of attainment. Only by 
attending school every day and arriving on time will students be able to take full advantage of the 
educational opportunities available to them.   

Attending every day not only helps children reach their maximum potential but contributes to their 
health, wellbeing and safety. Being a member of a school community builds confidence, gives 
children a sense of belonging and teaches them to contribute and to be responsible for the well-being 
of others. Good school attendance supports engagement in further education, employment or training 
in the future, which in turn helps to support a fulfilling life. 

Our annual student attendance target is a minimum of 96.4%. Students should attend school every 
day that the school is open. 
 
This policy is based on current government and Local Authority guidance/statutory regulations.  The 
school will ensure that all members of the school community know of the policy and have access to it. 

 

1  Roles and Responsibilities 

1.1  Staff 
 

King Edward VI School is committed to providing an education of the highest quality for all its 
students, and all staff have a key role to play in supporting and promoting excellent school 
attendance. Staff will work together to provide an environment in which all students are eager to learn, 
feel valued members of the school community and look forward to coming to school every day.  Staff 
will also set a good example in matters relating to their own attendance and punctuality. Staff should 
refer to the Staff Handbook and Staff Code of Conduct. 

In the event of a student’s unexplained absence, staff will follow safeguarding protocols. See the 
Safeguarding Policy and Safeguarding in Practice document on the school website policies page. 

 
 

1.2 Parents/carers 

Parents/carers should support their child’s attendance by keeping requests for absence to a 
minimum. They should contact the school without delay if they are concerned about any aspects of 
their child’s lives. King Edward VI School will endeavour to support parents/carers to address their 
concerns 

 

1.3 Students 

All students need to be aware of the importance of attending every day. Once at school students 
should arrive at every lesson punctually and ready to learn.  If they are having difficulties that make 
them feel they do not want to come to school, they should speak to their tutor or to any other member 
of the school’s teaching and support staff. 

Students should be aware via their Tutor or through Go4Schools of their present attendance 
percentage, and what they need to do to improve it, if needed.   

 

 

https://www.king-ed.suffolk.sch.uk/essentials/policies/
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1.4  Governors 

The Full Governing Body holds the Headteacher to account for the implementation of this policy and 
for ensuring the safeguarding and welfare of all children who are students at the school. It monitors 
attendance figures for the whole school on at least a termly basis. 

2  Absence due to sickness or other health needs 

Parents/carers must email attendance@king-ed.suffolk.sch.uk or phone 01284 761393 by 9.00am if 
their child is too unwell to attend school, and should report in every day their child is absent. If the 
absence persists for four days or more they must provide medical evidence. 

2.1  Medical Appointments 

Orthodontists and other medical professionals should be able to accommodate appointments outside 
school hours in particular for Years 10 & 11. Please aim for either early morning or late afternoon 
appointments. This will ensure that your child is able to complete at least a portion of their school day, 
and it minimises the impact of their absence on their attainment. 

Please inform the school  of a medical appointment by writing a note in your child’s Planner, emailing 
attendance@king-ed.suffolk.sch.uk or leaving a telephone message on the Absence Line (01284 
761393, option 1).  Where applicable, please provide us with a copy of the prescription, appointment, 
medical card or letter regarding your child’s medical appointment. 

3  Punctuality and Registration 

Students are expected to arrive at school on time every day.  If they arrive late it is both disruptive to 
their own education and to others within their class.   

School gates close at 8.50am.  Students should arrive in their tutor group by 8.55am. The register will 
be called promptly at 9.00am. The register will be called by the tutor and a mark will be made during 
the registration period in respect of each student. 

The register will close at 9.15am. Students who arrive before the register closes will be counted as 
present but will be dealt with under the school’s Positive Behaviour Policy. 

Students who arrive late for school should report to the school reception where they must sign in and 
record the reason for their lateness, collecting a slip to take to their lesson. 

A student who is persistently absent by reason of lateness will receive a sanction from the Head of 
Year. If the problem persists, the PSM arrange a school based meeting then the student will be 
referred to the Education Attendance Service. 

Teachers will take a register during the first fifteen minutes of every lesson. This is so that we know 
that children are in fact attending their lessons. We need to know every student’s whereabouts 
throughout the day so that we can ensure their safety. Any sudden or unexplained absences that 
occur during the day will be dealt with immediately and referred to Reception by emailing 
reception_team@king-ed.suffolk.sch.uk. 

4  Daily Absences 

If a child does not attend school and we have not been informed by the parents or carer an automated 
truancy call will be made as soon as possible. The automated system will continue to text, e-mail and 
call until a reply is received and we can confirm the child is safe. In the event that no contact is made 
then information will be shared with our pastoral and safeguarding team.  

If we are unable to make contact within three days we will make a home visit. 

 

 

mailto:attendance@king-ed.suffolk.sch.uk
mailto:attendance@king-ed.suffolk.sch.uk
mailto:reception_team@king-ed.suffolk.sch.uk
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5 Requests for Leave of Absence  

Requests for permission for exceptional leave of absence (e.g. to enable the student to take part in 
educational activities outside school, or special family or cultural events) must be made by the 
parent/carer with whom the child normally resides on the Form to be found on the school website. 
These applications must be made well in advance of any travel booking being made, and will be 
considered on an individual basis. The only exception to this is for exceptional unforeseen events 
such as a close family bereavement. 

Headteachers may not grant any leave of absence to students during term time unless they consider 
there to be 'exceptional circumstances'. 

The school considers each application for term-time absence individually, considering the specific 
facts, circumstances and relevant context behind the request. A leave of absence is granted entirely 
at the Headteacher’s discretion.   

Requests for time off for the following reasons will not be authorised: 

• cheaper cost of a holiday 

• availability of the desired accommodation for a holiday 

• poor weather experienced in school holiday periods 

• absent parent/grandparent taking the child on holiday 

• a prolonged holiday overlapping with the beginning or end of term 

• holidays received as a gift. 

This list is not exhaustive. 

 

King Edward VI School will NOT authorise time off school during periods of national tests. 

If the school refuses a request for term-time Leave of Absence and the child is taken out of school 
anyway, this will be recorded as an Unauthorised Absence on the child’s attendance record and 
school report, and a Penalty Notice may be issued. 

6 Persistent unauthorised absence 

The school has a care of duty to ensure students are safe under the Government policy, Keeping 
Children Safe In Education 2022.  Where there is an emerging pattern to a student’s absence, or 
the child’s absence falls below 95%, we will send an initial attendance letter raising concern and 
asking for information. We will then follow our Attendance Monitoring Process as laid out in Appendix 
3. 

Also, the School may contact the Multi-Agency Safeguarding Hub to discover if there have been any 
safeguarding concerns regarding the student. If there is still no contact and there are no known 
safeguarding concerns, the school will consider the student a possible ‘Child Missing in Education’ 
following the school’s Safeguarding procedures. 
 
The school will complete a risk assessment to determine whether the police need to be asked to 
undertake a welfare check.  
 
If a student’s unauthorised absences continue, the matter will be referred to the Education Attendance 
Service.  

7  Legal Sanctions 

Schools can fine parents for the unauthorised absence of their child from school, where the child is of 
compulsory school age. 
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If issued with a penalty notice, parents must pay £60 within 21 days or £120 within 28 days. The 
payment must be made directly to the local authority. 

The decision on whether or not to issue a penalty notice ultimately rests with the Headteacher, 
following the local authority’s code of conduct for issuing penalty notices. This may take into account: 

• A number of unauthorised absences occurring within a rolling academic year 

• One-off instances of irregular attendance, such as holidays taken in term time without 
permission 

• Where an excluded student is found in a public place during school hours without a 
justifiable reason. 

If the payment has not been made after 28 days, the local authority can decide whether to prosecute 
the parent or withdraw the notice. 

8  Collection and Analysis of Data 

The Attendance Officer will ensure that attendance data is complete, accurate, analysed and reported 
to the Senior Leadership Team, parents/carers and the governing body. The data will inform the 
school’s future practice to improve attendance. 
 
Accurate attendance returns will be made to Suffolk County Council and the Department for 
Education within the stipulated time frame. Student-level absence data is collected each term and 
published at national and local authority level through the DfE’s school absence national statistics 
releases. The underlying school-level absence data is published alongside the national statistics. We 
compare our attendance data to the national average, and share this with governors.  

The school collects attendance data via SIMs.  This is used for analysis, tracking, safeguarding and 
trends.  Data is used to track the attendance of individual students, identify whether or not there are 
particular groups of students whose absences may be a cause for concern, and monitor and evaluate 
those students identified as needing intervention and support. 

9 Monitoring arrangements 

This policy will be reviewed annually by the Deputy Headteacher, Pastoral. At every review, the policy 
will be shared with the governing board. 

10 Links with other policies 

This policy is for all staff, parents, governors, volunteers and the wider school community. It forms part 
of the child protection and safeguarding arrangements for our school and is one of a suite of policies 
and procedures which encompass the safeguarding responsibilities of the school. In particular, this 
policy should be read in conjunction with other policies available on our website (Essentials, policies):  

• Behaviour 

• First Aid and Medical Conditions 

• Health Safety and Welfare 

• IAG (School Provider Access) 

• Looked After Children (Children in Care) 

• Public Sector Equalities Duty Statement 

• SEND 

• Safeguarding 

• Safeguarding in Practice 

• Teaching and Learning 
 

https://www.king-ed.suffolk.sch.uk/policies/
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11 Legislation and guidance    

This policy meets the requirements of the school attendance guidance from the Department for 
Education (DfE), and refers to the DfE’s statutory guidance on school attendance parental 
responsibility measures. These documents are drawn from the following legislation setting out the 
legal powers and duties that govern school attendance: 

• The Education Act 1996 

• The Education Act 2002  

• The Education and Inspections Act 2006 

• The Education (Student Registration) (England) Regulations 2006  

• The Education (Student Registration) (England) (Amendment) Regulations 2010  

• The Education (Student Registration) (England) (Amendment) Regulations 2011 

• The Education (Student Registration) (England) (Amendment) Regulations 2013  

• The Education (Student Registration) (England) (Amendment) Regulations 2016 

• The Education (Penalty Notices) (England) (Amendment) Regulations 2013 

• Children Missing from Education:  Statutory Guidance for Local Authorities 2016 

• Keeping Children Safe in Education 2022 

This policy also refers to the DfE’s guidance on School attendance and absence - GOV.UK 
(www.gov.uk) 

 which explains parental/carer responsibility for school attendance and the legal action taken by 
schools and local authorities to enforce school attendance. 

 

 

 

https://www.gov.uk/government/publications/school-attendance
https://www.gov.uk/government/publications/parental-responsibility-measures-for-behaviour-and-attendance
https://www.gov.uk/government/publications/parental-responsibility-measures-for-behaviour-and-attendance
https://www.legislation.gov.uk/ukpga/1996/56/part/VI/chapter/II
http://www.legislation.gov.uk/ukpga/2002/32/part/3/chapter/3
http://www.legislation.gov.uk/ukpga/2006/40/part/7/chapter/2/crossheading/school-attendance
http://www.legislation.gov.uk/uksi/2006/1751/contents/made
http://www.centralbedfordshire.gov.uk/Images/amendment-regulation-2010_tcm3-8642.pdf
http://www.legislation.gov.uk/uksi/2011/1625/made
http://www.legislation.gov.uk/uksi/2013/756/made
http://legislation.data.gov.uk/uksi/2016/792/made/data.html
http://www.legislation.gov.uk/uksi/2013/756/pdfs/uksiem_20130756_en.pdf
https://www.gov.uk/government/publications/children-missing-education
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1101454/Keeping_children_safe_in_education_2022.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1101454/Keeping_children_safe_in_education_2022.pdf
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Appendix 1: Attendance Codes 

The following codes are taken from the DfE’s guidance on school attendance. 

Code Definition Scenario 

/ Present (am) Student is present at morning registration 

\ Present (pm) Student is present at afternoon registration 

L Late arrival Student arrives late before register has closed 

B Off-site educational activity 
Student is at a supervised off-site educational 
activity approved by the school 

D Dual registered 
Student is attending a session at another setting 
where they are also registered 

J Interview 
Student has an interview with a prospective 
employer/educational establishment 

P Sporting activity 
Student is participating in a supervised sporting 
activity approved by the school 

V Educational trip or visit 
Student is on an educational visit/8rganizednised, 
or approved, by the school 

W Work experience Student is on a work experience placement 

 

Code Definition Scenario 

Authorised absence 

C Authorised leave of absence 
Student has been granted a leave of 
absence due to exceptional circumstances 

E Excluded 
Student has been excluded school work has 
been provided and sent home 

H Authorised holiday 
Student has been allowed to go on holiday 
due to exceptional circumstances 

I Illness 
School has been notified that a student will 
be absent due to illness 
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M Medical/dental appointment 
Student is at a medical or dental 
appointment 

R Religious observance 
Student is taking part in a day of religious 
observance 

S Study leave 
Year 11/13 student is on study leave during 
their public examinations 

T 
Gypsy, Roma and Traveller 
absence 

Student from a Traveller community is 
travelling, as agreed with the school 

Unauthorised absence 

G Unauthorised holiday 
Student is on a holiday that was not 
approved by the school 

N Reason not provided 

Student is absent for an unknown reason 
(this code should be amended when the 
reason emerges, or replaced with code O if 
no reason for absence has been provided 
after a reasonable amount of time) 

O Unauthorised absence 
School is not satisfied with reason for 
student's absence 

U Arrival after registration 
Student arrived at school after the register 
closed 

 

 

Code Definition Scenario 

X Not required to be in school 
Student of non-compulsory school age is not 
required to attend 

Y 
Unable to attend due to exceptional 
circumstances 

School site is closed, there is disruption to travel 
as a result of a local/national emergency such as 
severe weather conditions, or student is in 
custody 

Z Student not on admission register 
Register set up but student has not yet joined the 
school 

# Planned school closure 
Whole or partial school closure due to half-
term/bank holiday/INSET day 
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Appendix 2: Parent Information & support 

 

 

Further parent and student information on attendance, leave of absence and where to find support is 
available on the school’s website. 

 

Click here to find further information or here to download a Leave of Absence Application Form. 

 

  

http://www.king-ed.suffolk.sch.uk/wp-content/uploads/2016/07/Holiday-Absence-Application-Form.pdf
file:///C:/Users/Laptop%20User/Downloads/Attendance%20Policy%20V2%20Nov%202021%20RK%20editable%5b90%5d.docx
file:///C:/Users/Laptop%20User/Downloads/Attendance%20Policy%20V2%20Nov%202021%20RK%20editable%5b90%5d.docx
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Appendix 3: Monitoring Process 

Attendance Flowchart – September 2022 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Fortnightly Attendance discussed with HOY/NJR 

 

NJR send Letter 1 to be sent to parents at 95% 

 
 

Head of Year send Letter 2 to parents at 93% (if appropriate) 

 

TK and NJR to meet monthly with EWO to discuss students of concern  

Yellow = 95% 
Amber = 93%       Persistent Absence = 90% 

HOY/PSM – Action as per Attendance  Spreadsheet: Arrange a school-based meeting with 

parent, make any referrals to CAF/ School Nurse etc 

At the request of HOY - NJR ask EWO to send a concern letter 

EWO to follow up if attendance continues to fall, Court Action 

At the request of HOY – NJR to make Fastrack Referral to EWO                                                                             

Parent Attendance Agreement  with parent/student 
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Appendix 4: Parent Letters 

Letter 1 

 

 Date  

  
«Parental_addressee»  
«House_name» «Apartment»  
«Number» «Street»  
«District»  
«Town»  
«County» «Postcode»  
  
  
Dear «Parental_Salutation»  

 

«Legal_Forename» «Legal_Surname» «Year» «Reg»  

 

King Edward VI School is keen to foster a climate that nurtures, challenges and inspires students to come to 
school daily. Research shows that regular attendance is critical to school success and even a small number of 
absences during the school year can have a serious impact on a child’s ability to achieve.    
We offer a supportive and nurturing approach to children and families who are finding it difficult to attend school 
and work closely with the Local Authority to secure regular school attendance for all pupils in line with statutory 
requirements.  

 

The government still expects every student to maintain an attendance level of above 95% and classifies 
Persistent Absence at 90%. The table below shows cumulative absence session thresholds for 10% absence  

 

  1 session = ½ day  
90% attendance / 10% absence  

Half Term 1 – Sept to Oct  7+ sessions (3.5 days absence)  

Half Term 2  - Nov to Dec  14+ sessions (7 days absence)  

Half Term 3 – Jan to Feb  20+ sessions (10 days absence)  

Half Term 4 – Feb to March  25+ sessions (12.5 days absence)  

Half Term 5 – April to May  31+ sessions (15.5.days absence)  

Half Term 6 – June to July  38+ sessions (19 days absence)  

  
During our attendance monitoring, we are aware that your child’s attendance has fallen to X%, with No. sessions 
missed since the start of this academic year. We have attached some useful information about managing and 
reducing anxiety.  
If there are particular issues you would like to discuss with their Head of Year, please contact the school as soon 
as possible. We will continue to monitor «Legal_Forename»’s attendance.  
  
Yours sincerely  

  
  
Mrs N Riches  
Attendance Officer  
  
  
   
  
The links below provide information on managing and reducing anxiety and there are other links to several 
websites which have different tools and resources.   
https://www.suffolksendiass.co.uk/back-to-school  

https://www.suffolksendiass.co.uk/back-to-school
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The Psychology and Therapeutic Service also has a wide range of resources available to schools and to families 
to support the return to school, as follows:  
https://www.suffolk.gov.uk/children-families-and-learning/pts/if/five-tips/  
Suffolk Children & Young People’s Emotional Wellbeing Hub  

 

This form is designed for parents, carers, practitioners and other concerned adults who are seeking support from 
the Emotional Wellbeing Hub regarding a child or young person’s mental health or emotional wellbeing. The Hub 
is for children and young people aged 0-25 who are registered with a GP in East or West Suffolk.  
https://gateway.mayden.co.uk/referral-v2/2703a180-2ff7-4779-8b6b-6de81ecd8b1b  

 

Kooth gives children free access to mental health support:  
https://www.kooth.com/  

 
 
 
 
 
 
 

 

 

  

https://www.suffolk.gov.uk/children-families-and-learning/pts/if/five-tips/
https://gateway.mayden.co.uk/referral-v2/2703a180-2ff7-4779-8b6b-6de81ecd8b1b
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Letter 2 

 

Date  
  
«Parental_Salutation»                                                                                                        
«House_name»  
«Number» «Street»  
«District»  
«Town» «Postcode»  
  
Dear «Parental_Salutation»  
  
«Legal_Forename» «Legal_Surname» «Year» «Reg»  

 

The attached registration certificate shows that your child’s attendance has continued to fall to ??% with X 
sessions missed for this academic year to date.  
  
Our school takes a balanced approach when dealing with attendance, we recognise the strong link between good 
attendance and good academic outcomes. The government expects every student to maintain an attendance 
level of above 95% and classifies persistent absence at 90%. It is a legal responsibility of parents/carers to 
ensure that their children attend school on time each day and that their attendance does not fall below the legal 
minimum. I must therefore inform you that if «Legal_Forename» has any further absences we will not be able to 
authorise them without medical evidence.   
  
You do not have to obtain a letter from your doctor. We will accept a doctor’s appointment card, a hospital letter, 
medical note, copy of prescriptions or empty medication boxes. However, if there are any medical issues 
surrounding «Legal_Forename» that we are unaware of, it would be helpful to know in order to enable us to 
authorise the illness. We may also be able to support you and «Legal_Forename» further with a referral to the 
school’s nurse.    
  
If your child’s attendance continues to fall the Educational Welfare Officer may consider legal action or a Penalty 
Notice may be issued where there have been 6 sessions (3 days) of unauthorised absence within a school year. 
A Penalty Notice fine is £60 per parent/carer if paid within 21 days, increasing to £120 between 21 and 28 days.  
  
If there are particular issues you would like to discuss with myself or the form tutor, please contact the school as 
soon as possible.  I will continue to monitor «Preferred_Forename»’s attendance and may contact you to arrange 
a Parent Attendance Agreement.  

 

Yours sincerely  
  
  
Name  
Head of XXX Year  
  
  
  
  
  
The links below provide information on managing and reducing anxiety and there are other links to several 
websites which have different tools and resources.   
https://www.suffolksendiass.co.uk/back-to-school  

 

The Psychology and Therapeutic Service also has a wide range of resources available to schools and to families 
to support the return to school, as follows:  
https://www.suffolk.gov.uk/children-families-and-learning/pts/if/five-tips/  
Suffolk Children & Young People’s Emotional Wellbeing Hub  

 

This form is designed for parents, carers, practitioners and other concerned adults who are seeking support from 
the Emotional Wellbeing Hub regarding a child or young person’s mental health or emotional wellbeing. The Hub 
is for children and young people aged 0-25 who are registered with a GP in East or West Suffolk.  
https://gateway.mayden.co.uk/referral-v2/2703a180-2ff7-4779-8b6b-6de81ecd8b1b  

 

Kooth gives children free access to mental health support:  
https://www.kooth.com/  

https://www.suffolksendiass.co.uk/back-to-school
https://www.suffolk.gov.uk/children-families-and-learning/pts/if/five-tips/
https://gateway.mayden.co.uk/referral-v2/2703a180-2ff7-4779-8b6b-6de81ecd8b1b
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Letter 3 

 

 

  

  
  
Date  
  
«Parental_addressee»  
«House_name» «Apartment»  
«Number» «Street»  
«District»  
«Town»  
«County» «Postcode»  
  
  
Dear «Parental_Salutation»  

 

«Legal_Forename» «Legal_Surname» «Year» «Reg»  

 

Under the Education Act 1996, parents and carers have a duty of make sure their children regularly attend 
school.  If parents or carers fail to do this, they can be prosecuted.   

 

Working within a Code of Conduct the Local Authority can issue a penalty notice to parents or carers if a child 
has missed a number of sessions without permission from the school.  

 

(Name) has been absent from school for ( ) sessions (2 session for 1 day) in the previous ( ) weeks without any 
medical evidence being received from a consultant confirming (name) is unfit for school. If you have this evidence 
please send to school as soon as possible.  

 

We look forward to hearing from you.  

 

Yours sincerely  
  
  

 
 

  
Ms Beverley Tucker  
Deputy Headteacher  
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Late Letter 

 
 
 
 
Date  
  
«Parental_addressee»«House_name» «Apartment»  
«Number» «Street»«District»  
«Town»  
«County»  
«Postcode»  
  
Dear «Parental_Salutation»  

 

«Preferred_Forename» «Preferred_Surname» «Year» «Reg»  

 

I am attaching a copy of the most recent registration certificate for «Legal_Forename». You will see that 
«Legal_Forename» has arrived late to school on one or more occasions in the last four school weeks.  
  
I am sure that you view punctuality to school as being very important and appreciate that lateness may have a 
detrimental effect on «Legal_Forename»’s academic progress.  
  
If there are issues surrounding «Legal_Forename»’s lateness to school that we are unaware of it would be 
helpful for us to know.    
  
Students should arrive in good time to be at their tutor group by 8.55am. Students who arrive after 8.55am but 
before 9.15am should go directly to their tutor room. Students arriving after 9.15am should report to reception on 
arrival to school.  Persistent lateness to school may result in a detention.   
  
If you have any concerns about «Legal_Forename»’s lateness, or if you wish to discuss this matter further please 
do not hesitate to contact me.  
  
Yours sincerely  
  
  
  
  
Name 
Head of Year XX  
  
  

 

 


