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Our Vision 

A Small School on a Big Adventure 

 

 

 

Our children will be part of an adventurous, caring family. They will 

have the courage to meet challenges and to learn creatively, 

making full use of our outstanding natural environment. 

 

We aim to: 

  

• Provide the highest quality education, emphasising enjoyment in lifelong 
learning, and ensuring that children are well prepared for a successful 
future. 

• Ensure that children feel secure and confident as individuals, and work 
well as part of a team. 

• Ensure that all members of the school community feel valued and 
respect all others, contributing to the overall richness and success of the 
school. 

• Develop all children to their full potential, recognising and supporting 
the needs of individual children. 

• Encourage all children to become responsible, independent learners who 
think deeply about the world around them and understand the 
interdependence we have with individuals, our community and nations. 

• Develop, in children, a high degree of excellence in English, Maths and 
Science combined with a love of learning across the whole curriculum 

• Insist on and instil positive attitudes towards punctuality, reliability, 
appearance and cleanliness. 

• Ensure our children and staff represent our values of: Being Caring, Being 
Creative and showing Courage in everything they do. 
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Statement of Intent and Policy Aims 
 
Brook Community Primary School is committed to the continuous raising of achievement of all our pupils.  
Regular attendance is critical if our pupils are to be successful and benefit from the opportunities presented 
to them. 
 
This policy has been written in line with the DFE Statutory Guidance: Working together to improve school 
attendance - GOV.UK and follows Kent County Council’s Attendance Policy Checklist from the Pru, Inclusion 
and Attendance Service (PIAS), 
 
This policy aims to provide clear information on attendance at Brook School, including the roles of all 
stakeholders and how Brook manages attendance for our pupils. 
 
 

Roles and responsibilities 
 

The Local Authority - Kent County Council: 
 
All pupils  

• Have a strategic approach to improving attendance for the whole area and make it a key focus of all 
frontline council services.  

• Have a School Attendance Support Team (KPAS) that works with all schools in their area to remove 
area-wide barriers to attendance.  

• Provide each school with a named point of contact in the School Attendance Support Team who can 
support with queries and advice.  

• Offer opportunities for all schools in the area to share effective practice.  
 
Pupils at risk of becoming persistently absent  

• Hold a regular conversation with every school to identify, discuss and signpost or provide access to 
services for pupils who are persistently or severely absent or at risk of becoming so.  

• Where there are out of school barriers, provide each identified pupil and their family with access to 
services they need in the first instance.  

• If the issue persists, and there are multiple needs consider whether the threshold for early help is met 
and facilitate access where it is. Regardless, take an active part in the multi-agency effort with the 
school and other partners. Provide the lead practitioner in cases where threshold is met and all 
partners agree that a local authority service is best placed to lead. Where the lead practitioner is 
outside of the local authority, continue to work with the school and partners.  

 
Persistently absent pupils (10% or more sessions missed)  
Continue support as for pupils at risk of becoming persistently absent and:  

• Work jointly with the school to provide formal support options including attendance contracts and 
education supervision orders.  

• Where there are safeguarding concerns, ensure joint working between the school, children’s social 
care services and other statutory safeguarding partners.  

• Where support is not working, being engaged with or appropriate, enforce attendance through legal 
intervention (including prosecution as a last resort).  
 

Severely absent pupils (50% or more sessions missed) 
Continued support as for persistently absent pupils and:  

https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
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• All services should make this group the top priority for support. This may include a whole family plan, 
consideration for an education, health and care plan, or alternative form of educational provision. 

• Be especially conscious of any potential safeguarding issues, ensuring joint working between the 
school, children’s social care services and other statutory safeguarding partners. Where appropriate, 
this could include conducting a full children’s social care assessment and building attendance into 
children in need and child protection plans.  

 
Support for cohorts of pupils with lower attendance than their peers  

• Track local attendance data to prioritise support and unblock area wide attendance barriers where 
they impact numerous schools. 

 
Support for pupils with medical conditions or SEND with poor attendance  

• Work closely with relevant services and partners, for example special educational needs, educational 
psychologists, and mental health services, to ensure joined up support for families. 

• Ensure suitable education, such as alternative provision, is arranged for children of compulsory school 
age who because of health reasons would not otherwise receive a suitable education.  

 
Support for pupils with a social worker (VSK - Virtual School Kent)  

• Ensure that all Children’s Social Care practitioners, understand the importance of good attendance for 
pupil’s educational progress, for their welfare and their wider development – and understand their 
role in improving it.  

• Through the work of Virtual School Heads, they should:  
o Undertake systemic monitoring and data sharing of the attendance of children with a social 

worker in their area: developing and implementing targeted cohort level interventions to 
improve attendance.  

o Provide advice, challenge and training to schools on how to promote and secure good 
attendance for children with a social worker.  

o Develop whole system approaches, with social care, to support the attendance of children 
in need.  

 
Looked after and previously looked after children 

• Promote the educational achievement of looked-after and previously looked-after children – doing 
everything possible to minimise disruption to education when a pupil enters care.  

• Appoint an expert Virtual School Head (VSH) who will:  
o Monitor, report on, and evaluate the education outcomes of looked after children, including 

their attendance, as if they attended a single school whenever they live or are educated.  
o Ensure schools know when they have a pupil looked after by the authority on their role and 

that information is shared with the school on issues that may impact on their attendance.  
o Ensure that all looked-after pupils have high quality, up to date, effective Personal Education 

Plans developed in partnership with schools, social workers and carers – including, where 
necessary, clear interventions and use of pupil premium plus funding to support good 
attendance.  

o Provide expert advice and information on the education of previously looked-after pupils to 
schools and parents – including their attendance.  

 
Monitoring 

• DfE Regions Group monitors local authority efforts as part of regular interaction.  

• Ofsted may consider the local area partnership’s approach to improving attendance of children and 
young people with SEND as part of the SEND Area Inspection, and the local authority’s approach to 
improving attendance for children with a social worker through inspecting local authority children’s 
services. 
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Brook School Governing Body: 
 
All pupils 

• Take an active role in attendance improvement, support their school(s) to prioritise attendance, and 
work together with leaders to set whole school cultures.  

• Ensure school leaders fulfil expectations and statutory duties.  

• Use data to understand patterns of attendance, compare with other local schools, identify areas of 
progress and where greater focus is needed. 

• Ensure school staff receive training on attendance. 
 
Pupils at risk of becoming persistently absent, persistently absent pupils, severely absent pupils, support for 
cohorts of pupils with lower attendance than their peers, support for pupils with medical conditions or SEND 
with poor attendance and support for pupils with a social worker 

• Regularly review attendance data and help school leaders focus support on the pupils who need it. 
 
Looked after and previously looked after children (LAC and PLAC) 

• Designate a member of staff to have responsibility for the promotion of the educational achievement 
of looked-after and previously looked after pupils. 

• Monitor and review attendance of the cohort and consider how school policies, including behaviour 
policies, are sensitive to their needs and support good attendance.  

 
Monitoring 

• DfE Regions Group considers multi academy trusts’ efforts on attendance as part of decision making.  

• Ofsted considers governing bodies’ efforts as part of inspections. 
 

 
Brook School: 
 
All pupils 

• Have a clear school attendance policy on the school website which all staff, pupils and parents 
understand (this could be linked to your Home School Agreement).  

• Develop and maintain a whole school culture that promotes the benefits of good attendance. o 
Accurately complete admission and attendance registers. 

• Have robust daily processes to follow up absence.  

• Regularly monitor data to identify patterns and trends and understand which pupils and pupil cohorts 
to focus on. 

• Have a dedicated senior leader with overall responsibility for championing and improving attendance.  
 
Pupils at risk of becoming persistently absent 

• Proactively use data to identify pupils at risk of poor attendance.  

• Work with each identified pupil and their parents to understand and address the reasons for absence, 
including any in-school barriers to attendance.  

• Where out of school barriers are identified, signpost and support access to any required services in 
the first instance and act as lead practitioner if attendance is the only issue and/or the local threshold 
for formal early help is not met. 

• If the issue persists, take an active part in the multi-agency effort with the local authority and other 
partners. If a case meets the local threshold for formal early help/family support, this includes 
conducting the early help assessment and acting as the lead practitioner where all partners agree that 
the school is the best placed lead service. Where the lead practitioner is outside of the school, continue 
to work with the local authority and partners. 
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Persistently absent pupils (10% or more sessions missed)  
Continued support as for pupils at risk of becoming persistently absent and: 

• Where absence becomes persistent, put additional targeted support in place to remove any barriers. 
Where necessary this includes working with partners.  

• Where there is a lack of engagement, hold more formal conversations with parents and be clear about 
the potential need for legal intervention in future.  

• Where support is not working, being engaged with or appropriate, work with the local authority on 
legal intervention.  

• Where there are safeguarding concerns, intensify support through statutory children’s social care.  

• Work with other schools in the local area, such as schools previously attended and the schools of any 
siblings.  

 
Severely absent pupils (50% or more sessions missed)  
Continued support as for persistently absent pupils and:  

• Agree a joint approach for all severely absent pupils with the local authority.  
 
Support for cohorts of pupils with lower attendance than their peers  

• Proactively use data to identify cohorts with, or at risk of, low attendance and develop strategies to 
support them. 

• Work with other schools in the local area and the local authority to share effective practice where 
there are common barriers to attendance.  

 
Support for pupils with medical conditions or SEND with poor attendance  

• Maintain the same ambition for attendance and work with pupils and parents to maximise attendance.  

• Ensure join up with pastoral support and where required, put in place additional support and 
adjustments, such as an individual healthcare plan and if applicable, ensuring the provision outlined 
in the pupil’s EHCP is accessed. 

• Consider additional support from wider services and external partners, making timely referrals.  

• Regularly monitor data for such groups, including at board and governing body meetings and with 
local authorities.  

 
Support for pupils with a social worker  

• Know who the pupils who have, or who have had, a social worker are.  

• Understand how the welfare, safeguarding, and child protection issues that they are experiencing, or 
have experienced, can have an impact on attendance – whilst maintaining a culture of high aspiration 
for the cohort. 

• Provide additional academic support and make reasonable adjustments to help them, recognising that 
even when statutory social care intervention has ended, there can be a lasting impact on children’s 
educational outcomes.  

• Work in partnership with the local authority at a strategic and individual level, sharing data on 
attendance including, at an individual level, informing the pupil’s social worker if there are any 
unexplained absences and if their name is to be deleted from the register.  

 
Looked after and previously looked after children  

• Have high expectations for the cohort – with expert support and leadership provided by the 
designated teacher for looked-after and previously looked-after pupils.  

• Work in partnership with the local authority Virtual School Head to develop and deliver high quality 
Personal Education Plans for looked after children that support good attendance.  

• Work directly with parents to develop good home-school links that support good attendance. For 
previously looked-after pupils this could include discussion on use of the Pupil Premium Plus funding 
managed by the school.  
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Monitoring  

• The school’s Senior Attendance Champion (Ellen McCabe, Headteacher) will ensure all school-based 
staff complete their attendance responsibilities in line with the school’s policies and procedures.  

• The governing board or academy trust will hold the headteacher or executive leadership to account 
for their delegated responsibilities and for compliance with regulatory and statutory requirements. 
They will review progress and provide challenge when required. The board will help school leaders 
focus improvement efforts on the individual pupils or cohorts who need it most and ensure that school 
staff receive adequate training on attendance.  

• Ofsted will expect schools to do all they reasonably can to achieve the highest possible attendance as 
part of the behaviour and attitudes judgement. This includes, where attendance is not consistently at 
or above what could reasonably be expected, that schools have a strong understanding of the causes 
of absence (particularly for persistent and severe absence) and a clear strategy in place that takes 
account of those causes to improve attendance for all pupils. 

 

Parents and Carers: 
 
All pupils  

• Ensure their child attends every day the school is open except when a statutory reason applies.  

• Notify the school as soon as possible when their child has to be unexpectedly absent (e.g. sickness).  

• Only request leave of absence in exceptional circumstances and do so in advance.  

• Book any medical appointments around the school day where possible.  

• Work with the school and local authority to help them understand their child’s barriers to attendance. 

• Proactively engage with the support offered to prevent the need for more formal support.  
 
Persistently absent pupils and severely absent pupils  

• Work with the school and local authority to help them understand their child’s barriers to attendance. 

• Proactively engage with the formal support offered – including any parenting contract or voluntary 
early help plan to prevent the need for legal intervention.  

 
Support for pupils with medical conditions or SEND with poor attendance and support for pupils with a 
social worker  

• Work with the school and local authority to help them understand their child’s barriers to attendance. 

• Proactively engage with the support offered.  
 
Looked after and previously looked after children  

• Work with the school and local authority to help them understand the child’s barriers to attendance 
– including the development of Personal Education Plans.  

• Proactively engage with the support offered 
 
 

Expectations of Pupils, Parents and Carers 
 
Start and End of the day timings and Register 

• School starts at 8.45am.   

• The gate opens at 8.35am and the Stop and Drop system starts at the time. The gate closes at 8.45am 
when pupils should be in school. 

• Registers close at 9.15am. 

• In the afternoon, children are registered after lunch at 1.00pm. 
 
Arrangements for pupils arriving late for school 
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Any pupil arriving after the 8.45am gate closure must report, with their parent, to the school office. 
Parents/Carers must sign their child in with the reason for lateness.  Arrival after 9.00am will be recorded as 
late. 
 
Pupils arriving after the register has closed will be marked as late after registration (Code ‘U’) and this will 
count as an unauthorised absence. There may be exceptions to this, and this will be at the Headteacher’s 
discretion on a case-by-case basis. Frequent lateness after the register has closed (U) will be discussed with 
parents and could provide grounds for prosecution or a Penalty Notice.  
 
Leave of absence requests 
If a leave of absence is required for a pupil, the parent or carer must make a request in writing to the 
Headteacher (via email or a hard copy) in advance of the dates requested. Absence during term time can only 
be approved in “exceptional circumstances”. 
 
Informing the school of the reason for an unexpected absence 
It is the parents’ responsibility to contact the school on the first day their child is absent. This is a safeguarding 
issue requirement so that all parties know that your child is safe and their whereabouts is known.  Parents 
should regularly update the school and inform the school when their child is returning. If no explanation is 
received, absences will not be authorised.  
 
Only the Headteacher can authorise absence using a consistent approach. The Headteacher is not obliged to 
accept a parent’s explanation.  A letter or telephone message from a parent does not in itself authorise an 
absence. If absences are not authorised, parents will be notified via email or letter. 

 
Contact details 

 
The person responsible for the strategic approach to Attendance at Brook is Ellen McCabe (Headteacher)  
Contact via email on: office@brook-ashford.kent.sch.uk  
Or via the office on 01233812614 
 
The persons to contact regarding attendance support and issues are the Class Teachers 
Contactable on class email addresses: 
mightyoaks@brook-ashford.kent.sch.uk 
youngoaks@brook-ashford.kent.sch.uk  
saplings@brook-ashford.kent.sch.uk 
littleacorns@brook-ashford.kent.sch.uk  
Or via the office on 01233812614. Alternatively, contact the Headteacher. 
 
 

Brook’s day to day process for managing attendance and 
absence 

 
Notifying the school for unplanned absences (unexpected absences, such as illness) 
The parent or carer must contact the school via email or phone stating that the pupil will not be in school and 
the reason for the absence. If the child is unwell, specific information must be given. Parents and carers must 
contact the school daily for any subsequent days of absence. 
 
Notifying the school for planned absences (such as urgent or vital medical appointments) 

mailto:office@brook-ashford.kent.sch.uk
mailto:mightyoaks@brook-ashford.kent.sch.uk
mailto:youngoaks@brook-ashford.kent.sch.uk
mailto:saplings@brook-ashford.kent.sch.uk
mailto:littleacorns@brook-ashford.kent.sch.uk
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The parent or carer must contact the school with as much notice as possible of any urgent or vital medical 
appointments for their child. A copy of the appointment letter or other evidence, such as a screen shot of a 
message, must be provided. The parent or carer can contact the school via email or phone. 
 
Pupils must return to school after an appointment or come in to school and be collected early for an 
appointment. Full days for local appointments will not be authorised. Non-urgent or routine appointments 
will not be authorised as these should be booked for after school or over school holidays. 
 
Processes to follow up on absences of more than one day 
The classteacher will call the parent/carer on day two of an absence to check in with the child and offer any 
support. 
 
Processes to follow up on unexplained absences 
Day 1: If a pupil is not in school and no contact has been made from a parent or carer by 10.00am, the School 
Business Manager, Martin Hill, will contact the parent to ask for the reason for absence. This will be a phone 
call. A message will be left if the call is not answered, or an email will be sent if this is not possible. 
 
Day 2: If no reason is provided after day 1 calling, the School Business Manager will again contact the parent 
to ask for the reason for absence. This will be a phone call. A message will be left if the call is not answered, 
or an email will be sent if this is not possible. 
 
If a reason is still not provided by the end of Day 2, the absence will be marked as unauthorised and a follow-
up letter will be sent (via email) by the SBM to the parent or carer, notifying them of the unauthorised 
attendance mark (Appendix 1). This letter is also uploaded to the pupil’s file on Arbor as a record. 
 
 
How Brook will respond to a term-time leave of absence 
The following reasons are examples of absence that will not be authorised: 

• Persistent nonspecific illness e.g. poorly/unwell 

• Absence of siblings if one child is ill 

• Oversleeping 

• Inadequate clothing/uniform 

• Confusion over school dates 

• Medical/dental appointments of more than half a day without very good reasons 

• Child’s/family birthday 

• Shopping trip 

• Family Holidays  
 
If a leave of absence is not authorised, the SBM will send a letter to the parents or carers (Appendix 4). 
 
If the leave of absence is not authorised and the child is still absent for these dates, a further letter will be 

sent, via email, by the SBM. This letter is also uploaded to the pupil’s file on Arbor as a record. (Appendix 5). 

 
The Headteacher may authorise absence in “exceptional circumstances” but this must be requested in 
advance and agreement to each request is at the discretion of the Headteacher, acting on behalf of the 
Governing Body (Education (Pupil Registration) (England) Regulations 2006).  Each case will be judged on its 
merits and the Headteacher’s decision is final. Once the decision not to authorise leave is taken, it cannot be 
authorised retrospectively.  
 
A leave of absence may be authorised if there are exceptional circumstances. This could include:  
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• Service personnel returning from a tour of duty abroad where it is evidenced the parent will not be in 
receipt of any leave in the near future that coincides with school holidays.  

• Where an absence from school is recommended by a health professional as part of a parent’s or child’s 
rehabilitation from a medical or emotional issue.  

• The death or terminal illness of a person close to the family.  

• To attend a wedding or funeral of a person close to the family. 

• Any strong personal reasons why a family might need to take a child away from school for a short 
break.   

 
Ongoing Punctuality issues 
Brook School understands that from time to time, pupils may be late for school. As a village school with no 
public transport and very few pupils being able to walk to school, there may be times when there are legitimate 
reasons for lateness. However, ongoing or frequent lateness is not acceptable.  
 
If a pupil is frequently late, the headteacher will contact the parent or carer for an informal meeting to discuss 
potential barriers and provide support to remove any barriers. A punctuality contract may be drawn up 
(appendix 8). 
 
If, following this meeting, punctuality does not improve, the headteacher will contact the local authority 
attendance service for further support. 
 
Ongoing or frequent lateness will be treated the same as persistent absence. Penalty notices can be issued for 
lateness (see the Penalty Notice section on page 12) 
 
 
How attendance is recorded at Brook 
At registration, class staff use Arbor to input if a child is present or not. The School Business Manager then 
adds the appropriate code (see below) to each absent pupil, depending on the reason for absence. The reason 
is also noted on Arbor. If a pupil has been granted a leave of absence, this is recorded on Arbor.  
 
The School Business Manager will liaise with the headteacher on authorising or unauthorising absences when 
this is not clear. 
 
Attendance Codes and different types of absence 
The attendance codes used at Brook are those set out in the DFE Working together to improve school 
attendance document. Please see Appendix 6 for the codes. 
 

How Brook School promotes and incentivises good attendance 
 

• Whole school and class attendance is published at the end of every term via the newsletter. 

• The school regularly shares with parents the importance of good attendance on both learning and 
well-being. 

• House Team attendance is displayed in the school hall and celebrates the House with the highest 
attendance. The House receives bonus house points if they win attendance. 

• At the end of each term, the House with the highest attendance is celebrated, given a certificate and 
the House Leader will arrange a treat, such as extra golden time. Bonus House points will be given. 

• At the end of each year, the House with the highest attendance is celebrated, given a certificate and 
the House Leader will arrange an end of year treat and award bonus points. 
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• At the end of each year, pupils who have met the threshold for good attendance will receive a 
certificate and a gift. Pupils who have ‘excellent attendance’ of 99% or 100% will receive a certificate 
and a small gift. 

• In addition to this, Brook also recognise pupils where their attendance has significantly improved and 
will award certificates and prizes for these pupils. 

• Brook will also reward and celebrate pupils who move into the next bracket (see appendix 7). 
 

Brook’s strategy for using data to improve attendance 
 

• The Headteacher checks attendance daily on Arbor. 

• At the end of each term, the headteacher tracks attendance data for every pupil across the school, 
addressing any patterns or trends and recording any actions required. 

• Using the school’s safeguarding log system, the headteacher logs any pupils who have less than 90% 
attendance. At the end of each term, this log is updated with the new attendance percentage. 

• Using the Arbor system, the headteacher tracks attendance within vulnerable groups and identifies 
any areas of concern. These are then acted on through discussions with staff around barriers or 
identifying any additional support which can be offered. 

• Using Arbor, whole school attendance is compared to the national data as well as data for vulnerable 
groups. 

• Data on attendance is shared and discussed at Governor meetings, staff meetings and Senior leader 
meetings. 

• The Headteacher works with the Kent service and attends regular attendance monitoring meetings. 

• At the end of every term (6x a year), parents receive ‘attendance alert’ emails if their child’s 
attendance for the year-to-date falls into one of the following categories: 
- 100% 
- Above 96% 
- 93% or below 
- 90% or below 
These emails include information about what the percentage means and what the potential next steps 
may be (appendix 7) 

• Pupil attendance is shared in Reports which are sent to parents at the end of Term 2, 4 and 6. 
Attendance is also discussed with parents at parents’ evenings in Term 1 and 3. 
 

 
Brook’s strategy for reducing persistent and severe absence 

 
In danger of Persistent Absence 

• A pupil falls into this category if their attendance percentage is close to 90% and is not improving 
term by term. The headteacher will be mindful of periods of unavoidable illness which cause a drop 
in attendance, particularly near the start of the school year. (for example, chicken pox). 

• The school reports to parents and carers each pupil’s attendance percentage for the year to date 
each term. If a pupil’s attendance falls under the expected percentage (96% or above), the parent is 
notified (appendix 7). 

 
Persistent Absence 

• A pupil falls into this category if they have missed 10% or more of school sessions (90% or under) 

• The headteacher monitors the attendance of the pupil regularly and checks if any pupil’s attendance 
has fallen below 90%.  
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• Parents and carers are made aware of their child’s attendance and that the pupil is in the category or 
persistent absentee. 

• If the attendance does not improve over the next term, the headteacher will meet with the parents 
or carers for an informal meeting. The meeting will be a supportive discussion around potential 
barriers and what support can be provided to remove the barriers to regular attendance. (Appendix 
2). 

• An attendance contract may be drawn up (appendix 8) 

• Following this meeting, the headteacher continues to monitor attendance for the pupil. 

• If, following this meeting, attendance does not start to improve, the headteacher will contact the local 
authority attendance service for further support. The parent or carer will receive a letter to inform 
them that local authority support is being sought due to the concerns. (Appendix 3) 

• Where the level of absence has not improved and there are unauthorised absences, the school will 
make a formal referral to the KCC Inclusion and Attendance Service using the Digital Front Door. 
(Appendix 3) 

• For the cases that require intensive family support, the school may make an Early Help Referral. 

• A formal Attendance Contract may be drawn up between the school, other partners and the parents 
or carers. (for more information, please see page 48 of DFE Statutory Guidance: Working together to 
improve school attendance - GOV.UK 

 
 
Severe Absence 

• A pupil falls into this category if they have missed 50% or more of school sessions (50% or under) 

• In most cases, once a pupil falls into this category, the headteacher will have already provided 
supportive meetings and sought support from the local authority (see above) 

• Brook School understand that these severely absent pupils may find it more difficult to be in school 
or face bigger barriers to their regular attendance and as such are likely to need more intensive 
support across a range of partners. A concerted effort is therefore needed across all relevant 
services to prioritise them. All partners will work together to make this group the top priority for 
support – this may include specific support with attendance or a whole family plan, but it may also 
include consideration for an education, health and care plan or an alternative form of educational 
provision where necessary to overcome the barriers to being in school. 

• The school and local authority may look into legal intervention such as Education Supervision Orders  
(for more information, please see page 52 of DFE Statutory Guidance: Working together to improve 
school attendance - GOV.UK 

• If all avenues of support have been facilitated by the school, local authority, and other partners, and 
the appropriate educational support or placements (e.g. an education, health and care plan) have 
been provided but severe absence for unauthorised reasons continues, it is likely to constitute 
neglect. The school and local authority should be especially conscious of any potential safeguarding 
issues in these cases and where these remain, conduct a full children’s social care assessment. 

 

The National Framework for Penalty Notices 
 

Brook School, as for all state funded schools, must consider whether a penalty notice for absence is 
appropriate in each individual case where one of their pupils reaches the national threshold for considering a 
penalty notice. Brook School will not have a blanket position of issuing or not issuing penalty notices and will 
make judgements on each individual case to ensure fairness and consistency. Kent County Council, as for all 
local authorities, have a Code of Conduct for issuing fixed penalty notices which must be adhered to by all 
schools. This can be found at: Fixed Penalty Notice - KELSI 
 
The threshold for a penalty notice 

https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
https://www.kelsi.org.uk/pru-inclusion-and-attendance-service-pias/attendance/penalty-notice
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• The threshold is 10 sessions of unauthorised absence in a rolling period of 10 school weeks.  

• A school week means any week in which there is at least one school session.  

• This can be met with any combination of unauthorised absence (e.g. 4 sessions of holiday taken in 
term time plus 6 sessions of arriving late after the register closes all within 10 school weeks).  

• These sessions can be consecutive (e.g. 10 sessions of holiday in one week) or not (e.g. 6 sessions of 
unauthorised absence taken in 1 week and 1 per week for the next 4 weeks).  

• The period of 10 school weeks can also span different terms or school years (e.g. 2 sessions of 
unauthorised absence in the Summer Term and a further 8 within the Autumn Term). 
 

Deciding whether to issue a penalty notice 
When Brook School becomes aware that the threshold has been met, we are expected to make the following 
considerations to decide whether to issue a penalty notice in each individual case:  
Is support appropriate in this case?  

- If yes, schools are expected to continue with the existing support without a penalty notice or 
issue a notice to Improve if that support is not working or is not being engaged with. A penalty 
notice can be issued if either has not worked. 

-  If no, for example a holiday in term time, a penalty notice should be issued subject to the other 
conditions below.  

o  Is a penalty notice the best available tool to improve attendance and change 
parental behaviour for this particular family or would further support or one of 
the other legal interventions be more appropriate?  

o  Is issuing a penalty notice in this case appropriate after considering any 
obligations under the Equality Act 2010 such as where a pupil has a disability? 

 
Penalty Notice Charges and Issuing 
A penalty notice is an out of court settlement which is intended to change behaviour without the need for 
criminal prosecution. If repeated penalty notices are being issued and they are not working to change 
behaviour they are unlikely to be most appropriate tool. Therefore, only 2 penalty notices can be issued to 
the same parent in respect of the same child within a 3-year rolling period and any second notice within 
that period is charged at a higher rate:  

• The first penalty notice issued to a parent in respect of a particular pupil will be charged at £160 if 
paid within 28 days. This will be reduced to £80 if paid within 21 days.  
• A second penalty notice issued to the same parent in respect of the same pupil is charged at a flat 
rate of £160 if paid within 28 days.  
• A third penalty notice cannot be issued to the same parent in respect of the same child within 3 
years of the date of issue of the first. In a case where the national threshold is met for a third time 
(or subsequent times) within those 3 years, alternative action should be taken instead. This will 
often include considering prosecution but may include other tools such as one of the other 
attendance legal interventions. 

 
Other Legal Interventions and Sanctions 
If a penalty notice is not the appropriate tool, other legal interventions and sanctions may be applied: 
Attendance Contracts 

- Education Supervision Orders (ESO) 
- Attendance Prosecution 
- Parenting Orders 

 
For more information on these, please see page 47 of DFE Statutory Guidance: Working together to improve 
school attendance - GOV.UK 
 
 

https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
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Meeting specific needs of pupils and pupil cohorts 
 
While Brook School will apply this policy fairly and consistently, the individual needs of pupils and their families 
who have specific barriers to attendance will be considered, along with our obligations under the:  
Equality Act 2010: guidance - GOV.UK (www.gov.uk) 
UN Convention on Rights of a Child (UNCRC) - UNICEF UK 
 
Some pupils face more complex barriers to attendance. This can include pupils who have long term physical 
or mental health conditions or who have special educational needs and disabilities (SEND). Their right to an 
education is the same as any other pupil and therefore the attendance ambition for these pupils should be 
the same as it is for any other pupil, but additional support may need to be provided. For more information, 
please see page 23 DFE Statutory Guidance: Working together to improve school attendance - GOV.UK 
 
Headteacher termly emails will be reflective of any difficulties, such as medical reasons or emotional based 
school avoidance, however, will still be sent should attendance be below 93% or below 90%. 
 
 

Appendix 1  
 

SBM to send: Follow-up letter if no reason for absence has been provided 
(unauthorised absence) 

 
Dear [] 

Re. Unexplained absence from school  

On [dates] [child] was absent from school with no reason provided. 

Despite attempts to contact you, we still do not have a reason for the absence. 

Therefore, this absence will be marked as unauthorised. 

This means [child] has a total of [] unauthorised absences in the last [] days. 

Please be aware of our Attendance Policy and the DFE Statutory Guidance around unauthorised 

absences from school and penalty notices: Working together to improve school attendance - GOV.UK  

 
The threshold for a penalty notice 

• The threshold is 10 sessions of unauthorised absence in a rolling period of 10 school 
weeks.  

• A school week means any week in which there is at least one school session.  

• This can be met with any combination of unauthorised absence (e.g. 4 sessions of holiday 
taken in term time plus 6 sessions of arriving late after the register closes all within 10 
school weeks).  

• These sessions can be consecutive (e.g. 10 sessions of holiday in one week) or not (e.g. 6 
sessions of unauthorised absence taken in 1 week and 1 per week for the next 4 weeks).  

• The period of 10 school weeks can also span different terms or school years (e.g. 2 
sessions of unauthorised absence in the Summer Term and a further 8 within the Autumn 
Term). 

 

https://www.gov.uk/guidance/equality-act-2010-guidance
https://www.unicef.org.uk/what-we-do/un-convention-child-rights/
https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
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The absences equate to [] sessions. Therefore, as they do not exceed ten sessions in ten weeks, 

they will not incur a Penalty Notice. However, if ten sessions of unauthorised absence are recorded 

over the course of the next 10 weeks, then a Penalty Notice will be issued.  

Or 

The absences equate to [] sessions. Therefore, as they exceed ten sessions in ten weeks, they will 

incur a Penalty Notice.  

Best wishes, 

Appendix 2 
 

HT to send: Example letter invitation to a discussion around attendance or 
punctuality 

 

Dear [], 

Re. Attendance Support 

As part of my role as Head and in line with our school policy and DFE statutory regulations, I 

regularly monitor attendance and punctuality across the school.  

I am writing to let you know that [child’s] attendance is currently [], which is considered a 

persistent absence.  

Good attendance (above 96%) is essential to the all-round development of the child and they should 

be allowed to take full advantage of educational opportunities available to them in order to make 

good progress in their learning. Good attendance also has a positive impact on friendships in school. 

Attendance was raised in the End of Term Reports in Term [ ] as well as Parents’ Evening at the 

end of Term [ ] , but [ ] attendance has not yet improved. 

We would like to support you in this area and talk through what we can do to ensure [child] is well-

supported at school, or if there is anything we can help with in getting [child] in school. 

I am also able to seek support for you and [child] through the KCC Inclusion and Attendance Service 

should we feel this would be useful. 

Please know that we are here to help so please do make contact via the school office and we can 

arrange a time to talk it through. 

Thank you for your support. 

or 

Re. Attendance Support – follow up letter 

Further to my letter on [], I am making contact to again offer support with [child] and [his/her[ 

attendance at school.  
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When I wrote in [], [child] attendance was [%[ but now it is [%] which continues to be considered a 

persistent absence.  

We would like to support you in this area and talk through what we can do to ensure [child] is well-

supported at school, or if there is anything we can help with in getting [child] in school. 

We are here to help so please make contact via the school office and we can arrange a time to talk 

it through.  

 

Appendix 3 
 

HT to send: Letter informing Parents or Carers that Local Authority support is being 
sought 

 
Re. Attendance Support – follow up from meeting 

Further to our meeting on [], I am making contact to again offer support with [child] and [his/her[ 

attendance at school.  

When we met to discuss [] attendance on [], [child] attendance was [%[ but now it is [%] which 

continues to be considered a persistent absence.  

We would like to support you in this area and talk through what we can do to ensure [child] is well-

supported at school, or if there is anything we can help with in getting [child] in school. 

I will now also be seeking support from the Kent Attendance Service with regards to these concerns. 

Or 

I will now be making a formal request for support from the Kent Attendance Service with regards 

to these concerns. 

I will keep you updated on the next steps. 

Many thanks. 
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Appendix 4  
 

SBM to send: Letter in response to a request for leave during term time  
 

Dear [], 

Re. Request for [] to be absent from school 

Thank you for your letter, dated [], requesting authorisation for [] to be absent from school for a 

period of [] sessions from []to [].  

From September 2013 the Department for Education amended the Education (Pupil Registration) 

(England) Regulations 2006 removing the Head Teacher’s ability to authorise leave of absence, 

except in exceptional circumstances. Requests for holidays in term-time will not be authorised as 

the Regulations only allow us to authorise absence (leave) in “exceptional circumstances”. 

Please be aware of our Attendance Policy and the DFE Statutory Guidance around unauthorised 

absences from school and penalty notices: Working together to improve school attendance - GOV.UK  

The threshold for a penalty notice 

• The threshold is 10 sessions of unauthorised absence in a rolling period of 10 school 
weeks.  

• A school week means any week in which there is at least one school session.  

• This can be met with any combination of unauthorised absence (e.g. 4 sessions of holiday 
taken in term time plus 6 sessions of arriving late after the register closes all within 10 
school weeks).  

• These sessions can be consecutive (e.g. 10 sessions of holiday in one week) or not (e.g. 6 
sessions of unauthorised absence taken in 1 week and 1 per week for the next 4 weeks).  

• The period of 10 school weeks can also span different terms or school years (e.g. 2 
sessions of unauthorised absence in the Summer Term and a further 8 within the Autumn 
Term). 

 
Therefore, this request cannot be authorised. If [] is absent from school during these dates, these 

absences will be marked as unauthorised. 

The absences equate to [] sessions. Therefore, as they do not exceed ten sessions in ten weeks, 

they will not incur a Penalty Notice. However, if ten sessions of unauthorised absence are recorded 

over the course of the next 10 weeks, then a Penalty Notice will be issued.  

Or 

The absences equate to [] sessions. Therefore, as they exceed ten sessions in ten weeks, they will 

incur a Penalty Notice.  

 
 
 
 

https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
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Appendix 5  
 

SBM to send: Letter informing parents or carers of an unauthorised absence (such 
as a holiday during term time) 

 

Dear [], 

Re. Leave of Absence 

[] was absence from school for a period of [] sessions from []to []. 

Please be aware of our Attendance Policy and the DFE Statutory Guidance around unauthorised 

absences from school and penalty notices: Working together to improve school attendance - GOV.UK 

The threshold for a penalty notice 

• The threshold is 10 sessions of unauthorised absence in a rolling period of 10 school 
weeks.  

• A school week means any week in which there is at least one school session.  

• This can be met with any combination of unauthorised absence (e.g. 4 sessions of holiday 
taken in term time plus 6 sessions of arriving late after the register closes all within 10 
school weeks).  

• These sessions can be consecutive (e.g. 10 sessions of holiday in one week) or not (e.g. 6 
sessions of unauthorised absence taken in 1 week and 1 per week for the next 4 weeks).  

• The period of 10 school weeks can also span different terms or school years (e.g. 2 
sessions of unauthorised absence in the Summer Term and a further 8 within the Autumn 
Term). 

 
The absences equate to [] sessions. Therefore, as they do not exceed ten sessions in ten weeks, 

they will not incur a Penalty Notice. However, if ten sessions of unauthorised absence are recorded 

over the course of the next 10 weeks, then a Penalty Notice will be issued.  

Or 

The absences equate to [] sessions. Therefore, as they exceed ten sessions in ten weeks, they will 

incur a Penalty Notice.  

 
 
 
 
 
 
 
 
 

https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
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Appendix 6 
 

Attendance Codes 
 
Authorised absences 

• Code I: Illness (not medical or dental appointment) 

• Code M: Leave of absence for the purpose of attending a medical or dental appointment 

• Code E: Suspended or permanently excluded 

• Code J1: Leave of absence for the purpose of attending an interview for employment or for admission 
to another educational institution 

• Code X: Non-compulsory school age pupil not required to attend school 

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

• Code D: Dual registered at another school 

• Code C: Leave of absence for exceptional circumstance 

• Code T: Parent travelling for occupational purposes 

• Code R: Religious observance 

• Code Q: Unable to attend the school because of a lack of access arrangements (travel) 

• Code Y1: Unable to attend due to transport normally provided not being available 

• Code Y2: Unable to attend due to widespread disruption to travel 

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

• Code Y4: Unable to attend due to the whole school site being unexpectedly closed 

• Code Y6: Unable to attend in accordance with public health guidance or law 

• Code Y7: Unable to attend because of any other unavoidable cause 
 
Unauthorised absences 

- Code G: Holiday not granted by the school 
- Code N: Reason for absence not yet established 
- Code O: Absent in other or unknown circumstances 
- Code U: Arrived in school after registration closed 
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Appendix 7 
 

Termly Attendance Alert Emails 
 

100% 

Dear , 

's attendance is 100% this year to date. This is considered excellent attendance. Thank you 

for your support. 

 

Above 95% 

Dear , 

's attendance is above 95% this year to date. This is considered good attendance. Thank 

you for your support. 

 

Below 93% 

Dear , 

's attendance has fallen below 93%. Good attendance is above 96%. 

If attendance drops to 90% or less, will be considered a persistent absentee, and we will 

invite you to a meeting to discuss ways to support you in raising attendance. 
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Below 93% but rising 

Dear , 

attendance continues to be below 93%. Good attendance is 96% or higher. 

However, we are pleased to report that 's attendance is rising. 

Thank you for your support. 

 

 

Below 90% (first email) 

Dear ,  

's attendance has fallen below 90%. Good attendance is above 95%.  

This places into the category of persistent absentee. 's attendance will now be 

monitored and, if it remains below 90% next term, we will invite you to a meeting to discuss ways to support 

you in raising attendance. 

 

Below 90% (second email) 
 

Dear , 
  

's attendance has remained below 90% this term. Good attendance is above 95%. 
  

has now been a persistent absentee for more than a term and, therefore, we will invite you 

to a meeting to discuss ways to support you in raising attendance. We may also request support 
from KCC for a formal attendance meeting if we feel this is necessary. 
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Below 90% (third email) 

Dear , 
  

's attendance has remained below 90% this term. Good attendance is above 95%. 
  

has now been a persistent absentee for three terms and, therefore, we will request support 
from KCC for a formal attendance meeting. 

 
Below 90% but rising 

Dear , 
  

's attendance continues to be below 90%. Good attendance is above 95%. This places 

into the category of persistent absentee. 
  

However, we are pleased to report that 's attendance is rising. 
  
 
Below 90% (EBSA support) 

Dear , 
  

's attendance has remained below 90% this term. Good attendance is above 95%. 
  
We are aware of the issues you are facing with school avoidance and will continue to work with you to support 

in coming to school. 
  
 
Below 90% (medical reasons) 

Dear , 
  

's attendance has remained below 90% this term. Good attendance is above 95%. 
  
We are aware of the issues you are facing with medical needs and will continue to work with you to support 

in coming to school. 
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Appendix 8 
 

Attendance / Punctuality Contract 
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