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POLICY STATEMENT

		
	Policy
	Attendance Policy

	School Department
	Teaching, Learning, Assessment and Tracking



	Date Written
	25 June 2018

	Written by
	G Sutton/S Cheshire

	Approved by
	SMT

	Date of Approval
	26 June 2018

	Last reviewed
	September 2026

	Next major review date
	September 2027

	Location and dissemination
	A copy of the policy can be found, in the school admin office and on the school website. 

	The context of the policy and its relationship to other policies 
	This policy should be considered in conjunction with other written policies on behaviour, health and safety, medicines, school visits, child protection and safeguarding.
This policy has been reviewed with regard to Working Together to Improve School Attendance (DfE, July 2026), Keeping Children Safe in Education 2026, Children Missing Education (DfE, September 2025), the School Attendance (Pupil Registration) (England) Regulations 2024, the Education (Independent School Standards) Regulations 2014 and the Equality Act 2010.

	Forms, feedback and reporting
	Some policies have specific reporting forms (these would be indicated within the policy). However, don’t panic if you cannot locate the correct reporting or feedback form you will find, next to every policy on the web site that there is an online report form and rating form for any feedback that you may wish to give.



Mission Statement

Regular attendance at school is important for ensuring a student’s educational success. We expect all students to attend every day when the school is in session so long as they are fit and healthy enough to do so. Absenteeism not only affects the continuity of a student’s education, causing extra effort on the part of teacher and student to catch up on missed work, but also risks underachievement for the student. We do all we can to encourage students to attend and to put in place appropriate procedures.   Regular attendance is also an important safeguarding and protective factor; repeated or prolonged absence may indicate wider welfare concerns.

The aim of the Attendance Policy at Buckswood School is to:
· Ensure that students are made aware that regular attendance at school is essential to their learning and attainment so that they perform successfully in all areas of school life.
· Maintain an attendance of at least 95%.
· Establish attendance and punctuality monitoring procedures which are understood by all students, staff and parents/carers.
· Establish procedures to raise overall attendance and punctuality and to recognise good or improving attendance appropriately.
· Support students and families to identify and overcome barriers to attendance, including where SEND, disability, physical or mental health, young caring responsibilities or safeguarding needs are relevant.

Promoting attendance

· The School will promote outstanding attendance through the following rewards:
· Letters may be sent home to recognise excellent or significantly improved attendance and punctuality at the end of each term.
· At assemblies to reward and promote good attendance.
· Weekly review of attendance data at key stages at Senior Management meetings, including patterns, persistent or severe absence and relevant cohorts, with feedback to Key Stage leads.
· Engaging with families of students with low attendance to signpost external support services and with relevant government agencies to provide support on a case by case basis.
· Communicating with international students and their families about the importance of attendance during term time and, where relevant, Student or Child Student sponsor requirements.

Roles and Responsibilities

Parents/Carers
Parents have the prime responsibility for ensuring that registered students of compulsory school age attend school regularly and on time. It is the legal responsibility of every Parent/Carer to make sure their child receives a full time education. Parents/Carers must ensure that they do not allow their child to have time off school unless it is really necessary. This includes making medical and dental appointments outside school hours wherever possible and not taking their child out of school during term time for family holidays.  Parents do not have a legal right to take students out of school on holiday.

Any application for leave of absence will be considered individually by the Principal, taking into account the specific circumstances and the student’s attendance record. The school publishes term dates on its website to enable families to arrange holidays outside term time. Leave of absence will only be granted in exceptional circumstances. A holiday or leisure trip will not normally be considered an exceptional circumstance.

Parents/carers are requested to :
· request leave of absence in advance and only where exceptional circumstances are claimed;
· not book travel during term time unless leave has been authorised in advance; students are expected to attend from the first day to the last day of each term;
· remember that the school might not agree to authorise the requested time off and may ask you to rearrange.  Absence will only be authorised in exceptional circumstances.

It is the Parent/Carer’s responsibility to notify the school on the first day of their child’s absence, before 8:45am (and every subsequent day of absence) or if their child will be late by either telephoning the School’s Attendance Officer on 01424 813813 or e-mailing attendance@buckswood.co.uk.  The school also has an Attendance Line which is available 24 hours per day for Parents/Carers to leave a message on, this number is 01424 815915.  
The Attendance Officer will check the registers in the morning for ‘am’ registration and again in the afternoon for ‘pm’ registration and will follow up on students who have not arrived in school.

If a student’s absence is not accounted for, e.g. they abscond on route or during the school day, parents/carers must be informed and the Attendance Officer and Designated Safeguarding Lead will also be notified. The Missing Student Policy will then be followed.
Repeated or prolonged absence can be a warning sign of abuse, neglect, exploitation or other welfare concerns. Where absence raises a safeguarding concern, staff must notify the Designated Safeguarding Lead or a Deputy Designated Safeguarding Lead promptly and follow the School’s safeguarding procedures. Where a student’s whereabouts cannot be established, the Missing Student and Children Missing Education procedures will be followed and relevant agencies notified as appropriate.

In cases of longer term absence, Parent/Carers should stay in close communication with the Attendance Officer and also their child’s Head of Key Stage to discuss accessing work for the student.

The Principal has final responsibility for authorising absence. Where they feel the absence is avoidable or unnecessary then they will exercise the right to decline.

Where there is significant cause for concern and attendance does not improve following intervention, the student’s Head of Key Stage and Senior Attendance Champion will review the case, involving the Designated Safeguarding Lead and/or SENCO where appropriate. The School will work with the Local Authority or other services where additional support or safeguarding action is required.

What is good attendance?
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So what does 90% attendance actually mean?

90% attendance over a whole school year = ½ a school day missed each week!
Persistent and severe absence: Where a student misses 10% or more of school, the School will provide targeted support. Students missing 50% or more will be treated as severely absent and prioritised for intensive support with relevant partners.
Individual needs and barriers: Attendance expectations apply to all students, but the School will consider individual circumstances and its duties under the Equality Act 2010. Where absence is linked to SEND, disability, physical or mental ill health, young caring responsibilities or other vulnerability, appropriate support and reasonable adjustments will be considered.

Students
The normal academic day runs from 8.45am to 5.00pm. Morning registration is at 8.45am and afternoon registration is at 2.00pm.

In accordance with the school rules it is also the student’s responsibility to attend school regularly and arrive at school in good time, so that they can be punctual for registration and lessons and be ready to learn.

The attendance register remains open for 15 minutes. A student arriving after registration begins but before the register closes will be recorded as late; after the register closes, the appropriate national absence code will be used.

If students are late, the adult bringing them in to school must sign them ‘in’ at reception. 
The same applies for students leaving site for any reason during the school day, the Parent/Carer should contact the school, in advance where possible and complete an Absence Form, to inform the school that their child will be leaving school early.  The person who is collecting the student must sign them out at reception before leaving the school site. This is an important safeguarding responsibility and ensures we know where students are at all times during the school day. 

Attendance Officer

The Attendance Officer will check the registers at 8.45am and again at 2pm. Registers are open for 15 minutes. The School will use the national attendance and absence codes set out in the School Attendance (Pupil Registration) (England) Regulations 2024.

When a student has not arrived to the lesson and a message has not been received, the teacher will record the absence electronically and inform the Attendance Officer, who will then endeavour to contact the Parent/Carer if a day student. If it is a boarder, the Attendance Officer will contact relevant departments within school to try and ascertain their whereabouts (Nurses, School Office, Stables etc.)

For longer periods of absence or repeated absence the Attendance Officer will refer to the Head of Key Stage who may arrange to meet with the Parent/Carer and student to see if there is a reason for this and to arrange to support the student if possible.  An Attendance Support Plan may also be drawn up at this point in order to record the actions of the discussion and the time frame set of improvement. 

The Attendance Officer will monitor attendance at least weekly to identify patterns, persistent or severe absence and students or cohorts requiring support. Concerns will be shared with the Head of Key Stage and Senior Attendance Champion and, where appropriate, the Designated Safeguarding Lead and SENCO. Actions and progress will be reviewed.
The School will maintain its admission and attendance registers electronically and make statutory returns to the Local Authority as required by law.

Head of Key Stage

If there are concerns about a particular student, the Head of Key Stage will request data from the Attendance Officer in order to investigate any concerns. Where necessary the Head of Key Stage will meet with the student, issue a punctuality report (Green Card) and inform the parent.  Further absences will result in the parent being called into school to discuss the problem and to ascertain what support is needed to improve the child’s attendance.  

If attendance does not improve, the Head of Key Stage will consult the Senior Attendance Champion and, where appropriate, the Designated Safeguarding Lead and/or SENCO. The Local Authority or other relevant services may be involved where additional or formal support is required.

Subject Teacher

Subject Teachers have a responsibility to maintain an electronic register for each lesson and to alert the Head of Department if they are concerned about a particular pattern of absence. If a student has not arrived at their lesson they will notify the Attendance Officer immediately. 

When writing reports home to parents, Subject Teachers will comment on the impact of poor attendance on learning where appropriate.  

Support and formal intervention relating to attendance

The School will use a support-first approach. Where attendance concerns persist, the School will work with families and the Local Authority to consider appropriate formal intervention. The National Framework for Penalty Notices does not apply to independent schools.
Attendance and punctuality relating to lessons is to be dealt with by the subject area according to the Behaviour Policy.

Attendance – Sponsored Students and Child Students

Where Buckswood sponsors a Student or Child Student, the School will monitor attendance and expected contact in line with current UK Visas and Immigration (UKVI) Student Sponsor Guidance and make any required reports through the Sponsor Management System. There is no automatic cancellation of a visa solely because attendance falls below 80%; any sponsorship action will follow current UKVI requirements.

Monitoring and Evaluation of the School’s Attendance Policy

Steven Pittman, Deputy Principal (Pastoral) and Designated Safeguarding Lead, is the School’s Senior Attendance Champion. He has overall responsibility for championing and improving attendance, overseeing systems and data, and coordinating support and escalation. He can be contacted via the School Office on 01424 813813.

The School’s Senior Management Team meet regularly to discuss the attendance and punctuality of students and monitor and evaluate the impact of the Attendance Policy.

Training in applying the School’s Attendance Policy, including the safeguarding response to children absent from education, is provided as part of the induction of new staff and when significant changes are made to the policy.

The policy is published on the School website, provided or signposted to parents/carers when students join the School and brought to their attention at the start of each school year and when it is materially updated. The policy will be reviewed as necessary, with pupil and parent/carer views considered where appropriate.


Date of adoption: June 2018
Date of update: September 2026
Lead Reviewer: Attendance Officer
[bookmark: _GoBack]Link Policies: Child Protection and Safeguarding Policy, Behaviour Policy, Curriculum Policy, Missing Student Policy and Children Missing Education Policy.
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