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Policy name: Attendance Policy  

Version: V1  

Date relevant from: September 2025 

Date to be reviewed: September 2026 
This policy will be reviewed every year unless legislation dictates otherwise.  Recent changes 

in Legislation will need to be read and used to review this Policy. 

 

Role of reviewer: Headteacher 

Statutory (Y/N): Y 

Published on website*: 3B  

 

Policy level**: Check below  

Relevant to: All employees through all IFtL schools and departments 

Bodies consulted: Employees 

Trade unions 

School / department governance bodies 

Approved by: GFS Governors  

Approval date: 28 August 2025  

 

 

Key: 

 

* Publication on website:  

IFtL website  School website  

1 Statutory publication A Statutory publication 

2 Good practice B Good practice 

3 Not required C Not required 

 

** Policy level: 

1. Trust wide:  

- This one policy is relevant to everyone and consistently applied across all schools and 

Trust departments with no variations.   

o Approved by the IFtL Board of Trustees.  

2. Trust core values: 

- This policy defines the values to be incorporated fully in all other policies on this subject 

across all schools and Trust departments.  This policy should therefore from the basis of 

a localised school / department policy that in addition contains relevant information, 

procedures and / or processes contextualised to that school / department. 

o Approved by the IFtL Board of Trustees as a Trust Core Values policy. 

o Approved by school / department governance bodies as a relevantly 

contextualised school / department policy.   

  

3. School / department policies 

- These are defined independently by schools / departments as appropriate 

o Approved by school / department governance bodies. 
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Attendance policy 2025-26 

This attendance policy aligns to Working together to improve school attendance (August 2024)   

Aims and Objectives  

To promote good attendance (96% and above) which is vital to children’s educational achievement, 

wellbeing and keeping them safe.  

Good attendance is defined as: 

o 96% and above 

o Children attending every day the school is open  

o Children arriving on time  

o Children being collected on time  

o All leave, unless deemed exceptional circumstances by the Headteacher, to be take in school 

holidays 

Give parents clarity on school’s expectations for children’s attendance and the processes that will be 

followed should good school attendance not be achieved.  

To work with the Local Authority to ensure statutory attendance processes are followed.  

To have a policy in which school support parents with improving school attendance. 

To ensure all work with families on attendance is contextual to each individual and children’s needs. 

The needs of the child and family, in line with the Equality Act 2010, will always be considered when 

monitoring attendance.  

For our school’s attendance to be at least in line with National figures (including attendance, 

persistent absence and punctuality). 

 

Roles and responsibilities of parents and carers  

At Glebe Farm School, we believe close and collaborative working relationships with parents / carers 

are very important and central to all children being as successful as they can be. Parents and carers 

are expected to contact school staff and to work with them in resolving any problems together.  

In line with government recommendations and requirements, Glebe Farm School will not be able to 

authorise absences unless they are deemed exceptional circumstances by the Headteacher. It is 

always in the child’s best interest to keep absences to the bare minimum. Where absence is 

authorised, for exceptional circumstances only, evidence for the school records will be requested.  

https://assets.publishing.service.gov.uk/media/66bf300da44f1c4c23e5bd1b/Working_together_to_improve_school_attendance_-_August_2024.pdf
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Parents / carers are required to make routine medical and dental appointments outside of school 

time wherever possible. Where such appointments in school time are unavoidable, the office should 

be informed in advance and given evidence for this appointment (for example, a medical letter). A 

‘present’ mark can still be awarded if the child attends for as much of the session as they can. It is 

always better to attend for some of the time, rather than missing the whole session.  

Should your child be absent for an unplanned reason, please see Appendix 2 for the process to 

follow.  

For planned absence, see Appendix 3.  

Recording attendance  

Glebe Farm School  will continue to adhere to the DfE requirements Working together to improve 

school attendance (August 2024) 

It is important to note that attendance continues to be mandatory. The usual rules on attendance 

continue to apply, including:  

• parents’ duty to ensure that their child of compulsory school age attends school every day where 

the child is a registered pupil  

• schools’ responsibilities to record attendance and follow up absence  

• the ability to issue sanctions, including fixed penalty notices, in line with local authorities’ codes of 

conduct  

• the duty on local authorities to put in place arrangements for identifying, and to follow up with, 

children missing education (schools must notify as per requirements). 

Glebe Farm School value the relationships with their families and children and therefore will work in 

close collaboration to support families and children to be in school every day. Whatever the reasons 

for absence, Glebe Farm School will work closely in partnership with families and the children to fully 

explore their reasons and support all children attending school every day.  

Although we will do everything we can to work closely with our families and children to support and 

reassure them, we will be clear with them that their child (when of compulsory school age) is in 

school every day the school is open, unless a statutory reason applies (for example, the pupil has 

been granted a leave of absence, is unable to attend because of sickness, is absent for a necessary 

religious observance etc.). 

Attendance monitoring  

the attendance team will analyse the school attendance data and follow up with any Weekly, 

absences or concerns that arise from this meeting. During this meeting, patterns will be analysed 

including those of all key vulnerable groups and any additional targeted and identified children 

within school.   Any specific concerns that arise during these meetings will be discussed with the 

https://assets.publishing.service.gov.uk/media/66bf300da44f1c4c23e5bd1b/Working_together_to_improve_school_attendance_-_August_2024.pdf
https://assets.publishing.service.gov.uk/media/66bf300da44f1c4c23e5bd1b/Working_together_to_improve_school_attendance_-_August_2024.pdf
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parent or carers of these children and actions will be set. Additionally, in these meetings, we will 

review any child/children whose attendance has fallen below our thresholds, and appropriate action 

will be taken in line with our procedures below. These meetings will also offer the opportunity to 

celebrate success where attendance or punctuality of individuals or key groups has improved as a 

result of the actions taken.  

Attendance procedures  

In a school day, there are 2 sessions – AM and PM registration marks.  

Upper School:  

• The school gates will open at 8.20am and remain open until 8.30am.  

• Registers open at 8.30am 

• Students arriving after 8:30am will be marked as late.  

• Drop off after 9am will be marked an an Unauthorised Absence (with a U Code) 

Lower School  

• The school gates will open at 8:40 and remain open until 8:50 

• Registers open at 8.40am  

• Students arriving after 8:50am will be marked as late.  

• Drop off after 9am will be marked an an Unauthorised Absence (with a U Code) 

Below 96%  

If your child’s attendance falls below 96%, you will receive a leaflet of signposted support (Appendix 

4). Please contact the school office if you wish to discuss this further with a member of the 

attendance team.  

Your child’s attendance will continue to be monitored until they are at 96% or above.  

Attendance 93 – 90% 

If your child’s attendance falls below 93% parents will be contacted with a letter requesting a 

discussion with the class teacher/crew lead or the Head of Year or Phase Lead (see Appendix 9 – 

attendance letters) to outline the decline in attendance and the offer of support to the family.  

This letter will also identify procedures that will be followed should the attendance figure continue 

to drop such as requesting medical evidence. A child attending school only 90% of the time or less is 

considered to be ‘persistently absent’ according to the Government’s expectations of attendance. 

 

Below 90% (Persistent absence) 
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If you child’s attendance falls below 90%, they are considered to be a persistent absentee and you 

will be invited to a ‘Connections Meeting’ with the attendance team to discuss ways in which we can 

work together to improve your child’s attendance in school.  (see appendix 6). The school will 

request where necessary medical evidence to support the reasons for failing to attend school.    

Below 88%  

If your child’s attendance falls below 88%, we will follow a Tiered approach to support.  

Tier 1: You will be invited in to complete a formal action plan (Appendix 6) alongside school to 

support your in improving your child’s attendance. An Early Help Assessment will be offered to you.   

Tier 2: While the action plan is in process, school will be monitoring trends in your child’s 

attendance. If your child’s attendance drops to 85%, you will be invited to a panel meeting with 

attendance teams from Glebe Farm School where next steps will be discussed. (See Appendix 5) 

Tier 3: Despite Tier 1 and 2, if your child’s attendance drops to 80% or below, school will make a 

referral to the Multi Agency Safeguarding Hub for external support to improve your child’s school 

attendance. As part of this referral, we will involve the Local Authority.  

Below 50% (Severe absence) 

If your child’s absence falls below 50%, they are considered to be a severe absentee. At this point, 

the Local Authority are responsible for the support and sanctions in place.  

 

Punctuality  

Being on time to school allows your child the best chance to settle and be prepared for the day.  

8:30-8:40am Gates and registers open for Upper School. 8:40 – 8:50, Gates and registers open for 

Lower School. 

Arrival between after 8:40 - 9am will result in a Late mark (L Code) for Upper School. Arrival between 

8:50 and 9:00 will result in a late mark (L code) for Lower school.  

Arrival from 9am onwards will result in the U Code; this counts as 1 unauthorised session. Please see 

section on Fixed Penalty Notices for more information. 

 

If your child has 2 lates (L Code) in a week, you will receive a phone call from someone in the 

attendance team to check in and see if there are any ways we can support you. You will receive a 

Helpful hints guide on how to ensure your child gets to school on time. (See Appendix 7)  
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Over a half term, if your child’s late marks total 20% or more, someone from the attendance team 

will give you a call to check in and see if there are any ways we can support you. You will receive a 

Helpful hints guide on how to ensure your child gets to school on time. (See Appendix 7) 

If we don’t see a sustained improvement after this check in, you will be invited in for a ‘Connections 

Meeting’ to discuss support mechanisms. This may include an Early Help Assessment to support you 

in improving punctuality.  

Leave of Absence  

To request a Leave of Absence, please complete a Leave of Absence Form (Appendix 8) and hand 

this into the school reception team. Upon doing this, you will be contacted by the school attendance 

team for a Connections Meeting to discuss this absence request. If the absence is greater than 10 

school days, this meeting will be held in conjunction with the Deputy Headteacher as part of our 

unified approach to keep school attendance high (providing your child is statutory school age).   

Please note if your child attends our nursery (Pre School) provision, and their attendance drops 

below 63% for the funding block in which the leave is taken, you will be invoiced for the nursery fees 

for the entire block, as per the nursery contract and Government guidelines.  

You will be told within this meeting if the absence is authorised or unauthorised. Please note, we 

follow the guidance as set out by the DfE - Working together to improve school attendance (August 

2024). Following the meeting, a letter will be sent to confirm what has been discussed and, for the 

duration of the absence, the registers will reflect the outcome of the conversation. Please note we 

will need evidence of flight details if travelling abroad, or of booking details if staying within the UK – 

following our Safeguarding practice.  Please note, this evidence is required even if, for any reason, 

the Leave of Absence meeting has not taken place. 

Authorised Absence (Illness) 

Any absence taken within term time should be minimal and will only be authorised if considered 

exceptional circumstances. This may include: recognised sporting events, immediate family funeral 

or wedding, hospital visits and religious observances. Please note, only one day will be authorised 

for these circumstances.  

If your child is feeling mildly unwell, it is always best to send them into school. We can monitor them 

and administer Calpol if required. We would contact parents if we feel they are becoming worse. 

The NHS guidance – Is my child too ill for school? - NHS (www.nhs.uk) - outlines when it is best to 

keep your child off school.  

Absence for illness will be authorised. If your child is off due to illness, we will follow the procedures 

outlined in Appendix 2. This is to ensure children’s wellbeing and safety and, if any support is 

required, we are able to do so.  

If your child has repeated periods of illness throughout the year, a member of the attendance or 

pastoral team will contact you to offer support and signpost to further help if required.  

https://assets.publishing.service.gov.uk/media/65f1b048133c22b8eecd38f7/Working_together_to_improve_school_attendance__applies_from_19_August_2024_.pdf
https://www.nhs.uk/live-well/is-my-child-too-ill-for-school/
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Attendance Codes  

Inactive Codes 

 H, Y and J. If any service children require Holidays in term time then schools should use the code C. 

The J code has been replaced by a new code J1 and has changed from an Approved Educational 

Activity to Authorised Absence. 

Other new Codes 

K Attending education provision arranged by the Local Authority 

(its set in place by the LA and not the school) 

Q Unable to attend the school because of access arrangements. 

(use this code where the LA has failed to arrange transport for the student, Y1 is used if the organised 

transport is not available) 

Y1         Unable to attend due to transport normally provided not being available 

Y2         Unable to attend due to widespread disruption to travel 

Y3         Unable to attend due to part of the school premises being closed 

Y4         Unable to attend due to whole school being closed 

Y5         Unable to attend as pupil is in criminal justice detention 

Y6         Absent in accordance with public health guidance or Law 

Y7         Unable to attend because of other unavoidable Cause 

C           Leave of Absence for exceptional circumstance (Guidance changed for this Code) 

C1        Leave of Absence for the purpose of participating in a regulated performance (Or employment 

paid or unpaid, Continue to use W for Works Experience) 

C2        Leave of absence for a compulsory school age pupil subject to a part-time timetable 

Codes where schools MUST record nature of activity 

B           Attending any other approved educational activity 

(Not Sporting Activity OR Works Experience) 

Examples of nature of activity 

• 1) Attending taster days at college 

• 2) Attending courses at college 

• 3) Attending unregistered alternative provision arranged by the school 

K            Attending education provision arranged by the Local Authority 

               (A pupil attending a provision arranged by the school should use the code P or B) 
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               Examples of natures of provision 

• 1) Attending courses at college 

• 2) Attending unregistered alternative provision such as home tutoring 

Y7         Unable to attend because of any other unavoidable cause 

               The DfE has not given any examples for the nature of the unavoidable cause 

               From the working together document 

 

Fixed Penalty Notices  

Appendix 3 outlines the school’s process for planned absence which may result in a Fixed Penalty 

Notice.  

A fine becomes effective if a child has had more than ten unauthorised sessions or five days absence 

in a 10-week period, beginning from the first unauthorised absence. Further details of the FPN are 

included below. If a holiday is taken without it being authorised, the school is required to report the 

absence to the Local Authority.   

A FPN can be issued to each parent, per child.  

A fine of £80 per child per parent is payable in 21 days and, if there is a failure to pay after that time, 

it rises to £160 per child per parent payable in 28 days.  

If a second leave of absence is taken within 3 years, a fine of £160 per child per parent is payable in 

28 days (with no reduction for early payment). 

If a third leave of absence is taken within 3 years, a fixed penalty notice will not be issued, and the 

case will be presented straight to the Magistrates Court. Magistrate’s fines can be up to £2500 per 

parent, per child. Cases found guilty in a Magistrates Court can show on a parent’s future DBS 

certificate due to failure to safeguard a child’s education.  

10 sessions (5 days) of unauthorised absence in a 10-week period will be considered for a fixed 

penalty notice (this includes a child being late after registers close). 

Alternative Provision   

Learners who attend alternative provision will be dual registered. The alternative provision will take 

responsibility for the learners’ attendance and punctuality. Attendance will be regularly reported 

back to the home school daily. Regular logging of attendance and punctuality will be linked to the 

schools CPOMS, Glebe Farm safeguarding staff will monitor this daily.   

The Alternative Provision will use their attendance protocol when learners do not attend. Therefore 

they will: 
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➢ Call the pupil’s parent/carer on the morning of the first day of unexplained absence to ascertain 

the reason. If the school cannot reach any of the pupil’s emergency contacts, the school may 

undertake a home visit if concerned.  

➢ Identify whether the absence is approved or not  

➢ Identify the correct attendance code to use and input it as soon as the reason for absence is  

Ascertained.  

➢ Call the parent/carer on each day that the absence continues without explanation to ensure 

proper safeguarding action is taken where necessary. If absence continues, the school will consider 

involving the family support team.  

➢ If there are significant safeguarding concerns other agencies may be contacted, such as a social  

worker or an education officer. 

Celebrating great attendance  

At Glebe Farm School, we have high expectations for attendance and want our children to be in 

every day the school is open. In assembly, we celebrate classes with the highest attendance for the 

week and share this in our classrooms and in parent newsletters. Each term, in our Headteacher’s 

Assembly, we will celebrate those children who have had no unauthorised absence that term.  
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Appendices  

Appendix 1 

Roles and responsibilities of staff and Governors 

It is the schools’ responsibility to update parents on their child’s attendance and the parent/carers 

responsibility for informing the school of any absence. 

Glebe Farm School shares data with the local authority to monitor and review attendance across the 

county.  We also review attendance data within school, as mentioned in the policy above.  Data is 

also shared with Governors who challenge us in improving attendance and reduce absence. 

Staff responsible for Attendance: 

Miss Mistry – Attendance Officer 

Mr Livesey – Assistant Head responsible for Behaviour & Attitudes 

Miss Stewart – Deputy Head 

Mrs Higginbottom – Deputy for Leading Lower School 

Mr Shotton – Head of School 

 

Attendance Governor: 

Matt Miller – Governor responsible for Safeguarding  

IFtL: 

Victoria Blackmore (Safeguarding Lead for IFtL) 

 

 

 

 

 

 

 

Appendix 2 
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Unplanned Absence Process 

 

 

Appendix 3 
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Planned Leave of Absence Process 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Parent/carer contacts school to 

request a Leave of absence form 

and book a meeting. 

Please arrange this at least 4 weeks 

in advance of the dates required. 

Parent/carer attends meeting with a member of the 

attendance team – bringing completed form with 

them. If the Leave of Absence is over 10 school days, 

this meeting will be held with a panel consisting of 

the school attendance team representatives.  

Attendance team explain the current guidelines regarding 

attendance and outline next steps (letter sent, Fixed Penalty 

Notice (FPN) request sent to council) dependant on child’s 

age and number of days requested. Please note, an absence 

of 20 school days or more may result in your child being 

removed from roll.  

Letter sent to parent and Bromcom 

updated. 

Under 5 years – 

unauthorised but no 

FPN issued. 

Over 5 years old/over 5 days FPN 

sent to Milton Keynes City 

Council on return from leave of 

absence. 

Under 5 days, 

unauthorised but no 

FPN issued. 
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Appendix 4 

Leaflet of support: Improving attendance 
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Appendix 5  

Tier 2 – Panel meeting for below 85% attendance 

Date/time of meeting:  

 

Pupil name:  

Date of birth:  

Address:  

  

  

Parent/carer name:  

 

Present at meeting:  

Current attendance:  

 

Previous actions agreed at Formal Action Plan – home and school  

 

What is working well? (Interventions, attainment, 

engagement in school) 
What needs to improve? 

  

 

Actions agreed in Panel Meeting 

School Home 

 
 
 
 
 

 

 

Attendance target:         
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Timescale for improvement (no more than 2 weeks):  

 

What is the progress of the Early Help Assessment? If declined, 

would this be a benefit now? If not, please state reasons.    

 

 

Date for review meeting:  

 

Despite Tier 1 and 2, if your child’s attendance drops to 50% or below, school will make a referral to the Multi Agency 

Safeguarding Hub for external support to improve your child’s school attendance. As part of this referral, we will 

involve the Local Authority.   

 

 

I confirm that these Panel Meeting actions were agreed by all present. 

 

Signed: 

 

……………………………………………    Parent/carer 

 

…………………………………………  School Representative from XXX  

 

…………………………………………  School Representative from XXXX  
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Appendix 6  

Parenting Contract Template – Action Plan 
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Appendix 7 

Leaflet of support: Lates 
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Appendix 8 

Leave of Absence Form 

APPLICATION FOR LEAVE OF ABSENCE FOR YOUR CHILD DURING TERM TIME  

Applications can only be made for EXTREME CRCUMSTANCES that are unavoidable.  Please see our 

attendance policy for clarification on the process around requesting absence. 

  I understand that taking an absence that is unauthorised can result in a fixed term penalty fine of £80.00 per 

child, per parent, rising to £160 if not paid within 21 days. 

Name(s) of pupil(s) for which leave of absence is being applied for  

  

Name of Child  

  

DOB  Years/Months    

Child 1  

  

  

    Class  

  

Child 2  

  

  

    Class  

  

Child 3  

  

  

    Class  

  

Dates (inclusive for which leave of absence is being applied for)  

  

From:  

  

To:  
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How many school days do you require the pupil(s) to have leave of absence for?  

……………………………………………………………………………….  

  

Destination   

………………………………….  

  

………………………………….  

  

On which date will the pupil(s) return to school?  

  

……………………………………………………….  

  

  

Please use the space below to justify the ‘exceptional circumstances’ for which the leave of absence is being 

requested (Use overleaf if necessary).  

  

  

  

If the leave of request is to return to your home country, please give an address in your home country and 

contact number where you can be reached on.  

Address and contact number where you can be reached on 

whilst on holiday.  

Address……………………………………………………………….…………...  

  

…………………………………………………………………………………………  

  

…………………………………………………………………………………………  

  

Contact Number   

Notes from discussion about the leave 

request……  
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…………………………………………………………………………………………  

  

The school will consider these points before authorising leave:  

• Your child’s previous attendance history, which currently 

stands at ________%  

• Your child’s stage of education and ability to catch up on 

missed schooling  

• The time of year (Assessments)  

• The nature of the request (e.g. exceptional 

circumstances)  

You are also required to provide copies of evidence to support your justification of ‘exceptional 

circumstances’. Please state below the evidence you have attached.  

  

  

  

  

  

Does your child attend the B & A Club  YES / NO  

Does your child attend extra paying Nursery sessions? If so, 

how many hours do you pay for?  

  

Yes:   Extra Hours Per Week  …………………………  

  

No  

Further evidence required: Yes /No  

  

If your child has a medical/dental appointment, please can you provide evidence of the appointment.  
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Full name of parent(s) making the application 

and who will be responsible for the pupil whilst 

they are absent from school  

Parental signature  Date  

1.  

  

1.  1.  

2.  2.  2.  

  

For office use only  

Decision  Code for register  Code  Signed & 

Date:  Head of 

School  

Unauthorised  

Or Authorised  

G – Holiday not authorised  

O – Unauthorised absence  

C – Other authorised circumstances  

    

  

  

FPN  Is this application subject to referral to the Local 

Authority for a Fixed Penalty Notice  

Yes / 

No  

School Action  • Previous holidays checked  

• Supporting evidence required  

• Headteacher to authorise  

• Education welfare to be informed  

  

  

  

  

Reason for refusing leave of absence:  
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Parent Information Leaflet 
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Appendix 9 – Attendance letter 93 – 90% 

 

Dear Parents/Carers, 

I hope this message finds you well. 

We are writing to you as we have noticed that [Student’s Name]’s attendance has fallen below our 

expected level, currently standing at [XX]%. We understand that there may be a range of reasons for 

this, and we want to work together to ensure your child is able to make the most of their learning 

opportunities at Glebe Farm School. 

Regular attendance is vital for your child’s academic progress and social development. The Supreme 

Court ruling on 6th April 2017 clarified that ‘regular’ attendance means being in school every day it is 

open, and this remains our expectation for all pupils. 

We would like to invite you to a meeting to discuss [Student’s Name]’s attendance in more detail. 

This will be an opportunity to explore any challenges you may be facing and to work together on 

strategies to support improved attendance moving forward. 

If there are any specific circumstances or difficulties that are affecting your child’s ability to attend 

school regularly, please do not hesitate to contact the School Office. We are here to support you and 

your child in any way we can. 

Please be aware that if attendance does not improve, we may need to issue a formal warning letter 

in line with our attendance procedures. 

Thank you for your continued support. 

Yours sincerely, 

 Mr M Shotton 

 Headteacher 

 

Connections meeting letter. 

 

Dear parent/carer, 

 

I am writing to discuss our concerns regarding xxxxx recent attendance at school. Regular school 

attendance is essential for your child's academic success and well-being, as outlined in the Working 

Together to Improve School Attendance Guidance (Gov, 2024). 

 



 

 
Page 25 of 25 

 

Following a review of xxxxx attendance records, it has been noted that their attendance has fallen 

below an acceptable level. As a result, we would like to invite you to attend a meeting with the school, 

xxxxx, on xxxxx, at xxxxx. The purpose of this meeting is to explore the reasons for xxxxx absences and 

to work together on creating an action plan aimed at improving their attendance. 

 

During the meeting, we will address any barriers to attendance that may exist and explore how we 

can provide support for you and xxxxx moving forward. An action plan will be developed, which will 

include strategies to ensure xxxxx attends school regularly. Additionally, it will be a requirement 

moving forward that any future absences due to illness are supported by appropriate medical 

evidence. This can include a doctor's note or any other formal confirmation from a medical 

professional. 

 

We understand that there may be legitimate reasons for xxxxx absences, and our goal is to work 

collaboratively to improve their attendance. We are committed to supporting you and your child in 

ensuring their school experience is positive and successful. Regular attendance not only helps students 

achieve academically but also builds good habits that will benefit them in the future. 

 

If you have any questions or need to reschedule the meeting, please contact the school office. We 

look forward to meeting with you and working together to improve xxxxx school attendance. 

 

Yours sincerely, 

 

Mr M Shotton 

Headteacher 

 

 

 


