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1. Aims 

1.1 Introduction 

 

Schools have an obligation to ensure good attendance of students, to ensure they 
have the best possible chance of achieving and making progress in school.  Northolt 
High School aims to meet its obligations with regards to school attendance by: 

● Promoting good attendance and reducing absence, including persistent 
absence 

● Ensuring every pupil has access to the full-time education to which they are 
entitled 

● Acting early to address patterns of absence 

We will also support parents to perform their legal duty to ensure their children of 
compulsory school age attend regularly, and will promote and support punctuality in 
attending lessons. 

 

1.2 Legislation and guidance 

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

● The Education Act 1996 

● The Education Act 2002  

● The Education and Inspections Act 2006 

● The Education (Pupil Registration) (England) Regulations 2006  

● The Education (Pupil Registration) (England) (Amendment) Regulations 2010  

● The Education (Pupil Registration) (England) (Amendment) Regulations 2011 

● The Education (Pupil Registration) (England) (Amendment) Regulations 2013  

● The Education (Pupil Registration) (England) (Amendment) Regulations 2016 

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

This policy also refers to the DfE’s guidance on the school census, which explains the 
persistent absence threshold. 
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https://www.gov.uk/government/publications/school-attendance
https://www.gov.uk/government/publications/parental-responsibility-measures-for-behaviour-and-attendance
https://www.gov.uk/government/publications/parental-responsibility-measures-for-behaviour-and-attendance
https://www.legislation.gov.uk/ukpga/1996/56/part/VI/chapter/II
http://www.legislation.gov.uk/ukpga/2002/32/part/3/chapter/3
http://www.legislation.gov.uk/ukpga/2006/40/part/7/chapter/2/crossheading/school-attendance
http://www.legislation.gov.uk/uksi/2006/1751/contents/made
http://www.centralbedfordshire.gov.uk/Images/amendment-regulation-2010_tcm3-8642.pdf
http://www.legislation.gov.uk/uksi/2011/1625/made
http://www.legislation.gov.uk/uksi/2013/756/made
http://legislation.data.gov.uk/uksi/2016/792/made/data.html
http://www.legislation.gov.uk/uksi/2013/756/pdfs/uksiem_20130756_en.pdf
https://www.gov.uk/government/publications/school-census-2017-to-2018-guide-for-schools-and-las


1.3 Statutory regulations 

 

The Education (Pupil Registration) Regulations 2006 SI 2006/1751 (and amendments) 
set out the requirements for admission registers and attendance registers of all 
students of compulsory school age. 

 

Parents may not authorise absence; only headteachers or those authorised by the 
headteacher can do this. Schools may authorise absence at their own discretion but 
must consider whether the absence is damaging to a child’s education before doing 
so. Every absence is unauthorised unless the school agrees to authorise it. 

 

Schools are required to notify their local authority when they remove or add a 
student’s name to the admissions register during the school year.  

 

If a child has not returned to school within 10 school days after an authorised 
absence or where a student is absent without authorisation for at least 20 school 
days, the school must work with the local authority to try to prevent children from 
becoming missing from education and to safeguard them.  

 

The Education Act 1996 requires parents or guardians to ensure their children receive 
efficient, full-time education, either by regular attendance at school or otherwise. The 
‘otherwise’ includes home education.  

 

All students must, until they reach the age of 18, remain in some form of education. 
This may be in full-time education at a school or college, participation in a recognised 
apprenticeship or traineeship, or working or volunteering, while in part-time 
education or training. 

 

Students who have not reached grade 4 in GCSE mathematics and English are 
obliged to continue their education towards achieving these goals. 

 

1.4 Requirements for school sessions 

The law regulates the school day and the school year in all local authority schools. 

   

Every school day must have two sessions divided by a break. The length of each 
session, break and the school day is determined by the school’s governing body. 

. 

Schools must meet for at least 190 days during any school year to educate their 
students. If a school is prevented from meeting for one or more sessions because of 
an unavoidable event, it should find a practical way of holding extra sessions. If it 
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https://www.gov.uk/apprenticeships-guide
https://www.gov.uk/find-traineeship


cannot find a practical way of doing this, then it is not required to make up the lost 
sessions. 

 

1.5 Other school policies 

This policy is supported by our Safeguarding Policy and our Behaviour for Learning 
Policy.   

 

2. Attendance registers and absence 

2.1 Admission and attendance registers 

All schools are required to maintain two registers: 

● An admission register (known as the school roll). 

● An attendance register.  

 

The admission register must contain a list of all students at the school.  

Headteachers are also required to ensure that an attendance register for all students 
on the school roll is taken twice a day: once at the start of the morning session and 
once during the afternoon session.  

 

2.2 Approved educational activities off-site 

The absence of students taking part in supervised educational activities outside the 
school is recorded as ‘approved educational activity’. This counts as an attendance at 
school.   

.  

The following activities show when the approved educational activity category can 
be used:  

● Field trips and educational visits, in this country and overseas.  

● Participation in, or attendance at, approved sporting activities.  

● Interviews with prospective employers or for a place at a further or higher 
education establishment (from year 11 only).  

● Link courses, whereby students attend an FE college for part of the time.  

 

2.3 Authorised absence 

Schools must decide if an absence is authorised or unauthorised absence.  

The following table gives a list of possible acceptable absences which may be 
authorised by the school. 
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Authorised absences 

Illness, medical 
and dental 
appointments  

 

Medical and dental appointments must be made outside of 
school hours wherever possible.  If it is unavoidable the school 
must be notified in advance and be given evidence of the 
appointment, such as a consultant’s letter or an appointment card. 
Without this, the absence will be deemed to be unauthorised.  

Days of religious 
observance  

 

Absence to take part in any day set aside exclusively for religious 
observance may be authorised.   

Interviews with 
prospective 
employers, or 
for a place at 
another school 
or institution 

Students in Year 11 or sixth form may be required to attend 
interviews at further or higher education institutions,  Evidence of 
the interview must be provided and families must advise the 
school in advance.   

Exclusion  A student who is excluded for a fixed term will be recorded on the 
register as having an authorised absence.  This also applies to 
students who are permanently excluded.  They remain on the 
school roll until the school day either after an appeal committee’s 
confirmation of permanent exclusion or on expiry of the time 
allowed for appeals to be made.  

 

 

Provision is also made for students who remain on the school roll but attend another 
institution.  The law allows for dual registration of students at a PRU or a special 
school and another local school.   Both institutions share responsibility for the child. 

 

2.4 Unauthorised absence 

This includes unauthorised holidays, truancy or such things as staying at home to 
look after younger siblings as well as any absence the school has not been informed 
about.  Arrival at school after registration has closed in the morning is also counted as 
an unauthorised absence.  

For further details on holidays in term time please see Section 4.  

 

2.5 Exceptional circumstances 

Where a local or national emergency has resulted in widespread disruption to travel 
which has prevented the student from attending school, or where a school has to 
close due to severe weather conditions, fire or other structural damage or for 
in-service training, students are not registered as absent but as ‘not required to 
attend’. 
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. 

2.6 Responsibilities of the Local Authority 

It is the responsibility of the local authority to ensure that parents meet their 
responsibilities.  When it comes to the attention of the local authority that a child is 
not receiving a suitable education, it has a duty under section 437 of the Education 
Act 1996 to serve a notice to the parent requiring them to satisfy the local authority 
that the child is receiving a suitable education or issues a school attendance order 
requiring the parent to register the child at a named school.  Local authorities also 
have powers under sections 444, 444A and 444ZA of the Education Act 1996 to bring 
legal action against parents in order to enforce attendance at school. 

 

2.7 Responsibilities of school staff 

Headteachers in all maintained schools must tell the local authority if a student fails 
to attend regularly or has been absent for a continuous period of ten days and the 
absence is unauthorised. Staff members need to ensure that students are registered 
accurately and efficiently.  

 

2.8 Responsibilities of students 

Students must aim to attend school every day.   They must understand that any 
absence from school will have a negative impact on their learning.   

 

2.9 Responsibilities of parents 

Parents or guardians must encourage good attendance.  They must inform the 
school on the first day of non-attendance and discuss planned absences with the 
school in advance. Parents have a prime responsibility to ensure that their children 
who are of compulsory school age attend school. If a child does not attend regularly, 
parents should work closely with the school and any assigned education welfare 
officers (EWO) to resolve the problem. 

 

2.10 Responsibilities of education welfare officers (EWOs) 

EWOs, who are part of the Local Authority’s attendance team, have the following 
legal powers to enforce attendance, using: 

● School attendance orders. 

● Prosecution for irregular attendance. There are two offences relating to 
parental responsibility for ensuring regular school attendance: 

o One is a matter of simple fact – if the child is absent without 
authorisation (truancy) then the parent is guilty of an offence. Penalties 
can include a fine of up to £1,000. 

o The other – an aggravated offence – requires proof that the parent knew 
about the child’s absence and failed to act. Penalties can include a fine 
of up to £2,500 and/or a custodial sentence of up to three months. 
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Other possible sentences (for both offences) include parenting orders, fines and 
community orders: 

● Penalty notices for irregular attendance (£60–£120 fines). 

● Education supervision orders. 

 

2.11 Power of the police 

Under the Crime and Disorder Act 1998, the police have powers to remove truants 
found in public places and to return them either to their schools or a place 
designated by the local authority. 

 

 

              3. Managing absence from school 

3.1  Procedures for recording attendance and absence.   

In order to ensure that accurate records are kept, the following procedures are in 
place in school: 

● Registers are marked accurately according to the DFE guidance document 
School attendance 
www.gov.uk/government/publications/school-attendance and in the register 
files. 

● Attendance records are kept for every class from year 7 to 13 and all 
non-attendance checked.  

 

3.2 Procedures for identifying absence  

In order to deal with attendance problems effectively and efficiently, the following 
procedures are in place in school: 

● Regular attendance monitoring of recorded absence to highlight any student 
whose attendance is of concern.  Action will then be taken, which may include 
contacting parents, expecting parents to attend a meeting at school, putting 
an attendance contract in place or referral to the London Borough of Ealing 
Attendance Service for further action which may include legal action or 
imposition of a fine. 

● Publication on the school website of the arrangements for notifying absence 
and the school’s policy towards authorised absence.  

● The governors, headteacher and members of staff will be kept aware of the 
school’s policy on attendance and absence.  

● A reward system for good attendance at school.  

● A first day contact with parents of children who are absent from school 
without prior knowledge.  
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● A member of the Senior Leadership Team is responsible for attendance and 
will liaise with the local authority on measures to be taken if a student appears 
to be missing from education. 

● Where a student has not returned to school for 10 days after an authorised 
absence, or is absent from school without authorisation for 20 consecutive 
school days, the student can be removed from the admission register when 
the school and the local authority have failed, after jointly making reasonable 
enquiries, to establish the whereabouts of the child. The governors and 
headteacher of Northolt High School have safeguarding procedures in place 
which follow DFE statutory guidance to follow up any such absences and will 
liaise with the LA on measures to be taken if a student appears to be missing 
from education 

 

3.3 Procedures for managing absence 

Whenever our internal monitoring identifies one or more specific groups of pupils at 
the school that have a high level of absence, we take appropriate action.  

 

Persistent absence is defined as the proportion of pupils who are absent for 10% or 
more of the number of available sessions in a school year. Action is also taken to 
support improved attendance in students who are deemed to be persistent 
absentees.  

 

3.4 Children missing education 

Where a pupil has not returned to school for 10 days after an authorised absence, or 
is absent from school without authorisation for 20 consecutive school days, the pupil 
can be removed from the admission register when the school and the LA have failed, 
after jointly making reasonable enquiries, to establish the whereabouts of the child. 
The governors and headteacher have safeguarding procedures in place which follow 
DFE statutory guidance to follow up any such absences and will liaise with the LA on 
measures to be taken if a pupil appears to be missing from education. 

 

 

 

 

4. Children with health needs who cannot attend school 

4.1 Our aims and responsibilities  

Northolt High School is aware of our responsibility for children and young people on 
our roll who have health needs which prevent them coming into school for a period 
of time. We have the following arrangements in place to minimise as far as is 
possible, the disruption to their schooling by continuing to provide education as 
normally as the incapacity allows.  
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4.2 Implementing the policy 

The governing body is legally responsible under section 100 of the Children and 
Families Act 2014 to make arrangements to support pupils with medical conditions.  

● They ensure that policies, plans and procedures to support children with 
medical conditions are properly and effectively implemented.  

● This includes children who, by reason of illness may not for any period be in 
school to receive suitable education. 

● Governors ensure the policy identifies the roles and responsibilities of all 
those involved in supporting medical conditions.  

● The policy is reviewed regularly and is accessible to parents and school staff. 

● A designated member of staff has overall responsibility for effective policy 
implementation and will ensure that sufficient staff are competent to take on 
responsibility to support pupils in school who have medical conditions. The 
school will work with the local authority and other partners to ensure that 
pupils who are unable to come to school because of illness or injury receive 
suitable education. 

● Every child on roll who has a medical condition is given an individual 
healthcare plan (IHCP), which is drawn up in partnership with parents, 
healthcare professionals and, whenever appropriate, the child. Where a child 
has a special educational need identified in an EHC plan, the IHCP should be 
linked to or become part of that plan. If a child has SEN but does not have an 
EHC plan, that need is mentioned in their IHCP. We also draw up short or 
longer term IHPs for our pupils who are unable to come into school because 
of their medical needs, in liaison with other agencies involved. 

 

4.3  Provision for children who cannot attend school because of illness 

In line with section 19 of the Education Act 1996, a local authority has a duty to ensure 
that arrangements are in place for the provision of suitable education for those 
children of compulsory school age who by reason of illness may not for any period 
receive suitable education, unless such arrangements are made for them This 
applies to children and young people: 

 

● Who are of statutory school age. 

● Who are not in school for 15 days or more, whether consecutive or 
cumulative, due to ill health. 

● Who are permanently resident in the school’s catchment area. 

● Where the health need and necessity for absence have been validated as 
necessary by a medical doctor or other appropriately qualified consultant. 

● Who will not receive a suitable full-time education unless alternative 
arrangements are made for this by the school and the local authority, working 
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with other agencies such as the health professionals, social services, hospital 
school service etc. 

 

It is the responsibility of the school to work with partners to ensure that the provision 
for a child unable to attend school because of illness or injury will start as quickly as 
possible. Once assured that provision is in place, the LA will only intervene if it has 
reason to think that the educational provision being made is unsuitable or insufficient. 

The education may be provided in a variety of ways 

● Through part-time education at the school the child normally attends and 
supplemented by additional work to be done at home. 

● School to home liaison, using digital media, virtual classrooms or homework. 

● A hospital school if the child has to spend periods of time in hospital. 

● Attendance at an AP centre. 

● Home tuition. 

 

5.  Leave of absence from school 

 
5.1 Regulations 

There is no right to be given leave of absence from school.  Under regulation 7 of the 
Education (Pupil Registration) Regulations 2006, leave of absence from school may 
only be granted by a headteacher or the governing body of a school. Headteachers 
may not grant any leave of absence during term time unless there are exceptional 
circumstances. Headteachers may decide, at their discretion, that an application for 
leave of absence does constitute exceptional circumstances.  If leave of absence is 
granted the headteacher will determine the number of school days a child can be 
away from school.  

 

5.2 Consideration of leave of absence requests 

The absence can be considered by the school, only when: 

 

● The parent/carer with whom the child normally resides makes the application. 

● The application is made in advance. 

● There are specific, unusual reasons why the leave has to be taken in term time 

 

Parents can be fined for taking their child on holiday during term time without 
consent from the school under the Education (Penalty Notices) (England) Regulations 
2007 and amendments (SI 2013/757). The fines are currently £60, rising to £120 if paid 
after 21 days but within 28 days. If the fine is not paid, the parents may be prosecuted.  
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When considering whether a request for leave of absence constitutes ‘exceptional 
circumstances ‘, the headteacher will consider: 

● Whether the child has an otherwise good attendance record. 

● Whether the child has previously taken leave of absence or an unauthorised 
leave from school. 

● Whether the child is due to sit internal or external examinations  

● Whether any religious observance is a factor in the request. 

 

If a school does not agree an absence and the child is taken out of school the 
absence is unauthorised.   If a leave of absence is granted and the child is away from 
school for longer than was agreed, any extra time is recorded as unauthorised, and 
schools may delete from the school roll students who fails to return within 10 school 
days of the agreed return date unless there is an authorised reason for the continued 
absence. 
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