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Aims of the Policy 

This policy has been developed to ensure that Cothill House School complies with government 

guidelines related to school attendance. It is intended to: 

●​ Foster a shared understanding of the importance of good attendance across the entire 

school community. 

●​ Promote good attendance and punctuality. 

●​ Reduce unnecessary absences. 

●​ Address persistent absenteeism. 

●​ Establish protocols to ensure that attendance issues are addressed early and effectively. 

●​ Build effective working relationships with parents and carers to ensure that every child is 

accessing education. 

●​ The school recognises that poor attendance can indicate: neglect, mental health concerns, 

exploitation, bullying, family issues and other safeguarding concerns.  

Related Legislation and Guidance 

This policy meets the requirements of Working Together to Improve School Attendance, as outlined 

by the Department for Education (DfE). It is also based on the following legislation and guidance: 

●​ Statutory guidance on school attendance parental responsibility measures. 

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

●​ The Education (Pupil Registration) (England) Regulations 2006 (with subsequent 

amendments). 

●​ The Education and Inspections Act 2006 (Part 7). 

●​ The Education Act 2002 (Part 3). 

●​ The Education Act 1996 (Part 6). 

In applying this policy, Cothill House School is aware of its obligations under the Equality Act 2010. 

Roles and Responsibilities 

Attendance is the responsibility of all members of the school community. However, specific roles and 

responsibilities have been allocated to named individuals to ensure that statutory requirements are 

met. 

LAG 

The LAG at Cothill House School will: 



●​ Ensure that the school meets statutory attendance requirements. 

●​ Work with leaders to establish policies, protocols, and expectations regarding attendance. 

●​ Reinforce the importance of attendance in documentation and communications. 

●​ Ensure that key staff receive relevant training on attendance issues. 

●​ Review and analyse attendance data, supporting leaders to address emerging issues. 

●​ Provide appropriate challenges concerning attendance data. 

●​ Stay updated on changes in guidance and legislation and inform leaders accordingly. 

●​ Hold the Head accountable for the effective implementation of this policy. 

Head 

The Head will: 

●​ Take overall responsibility for the implementation of this policy. 

●​ Monitor school-level attendance and absence data, communicating key information to the 

Governing Body. 

●​ Monitor the impact of attendance strategies and systems, identifying new approaches where 

necessary. 

●​ Ensure systems are in place to inform social workers of any unexplained absences. 

●​ Liaise with attendance staff to determine the appropriateness of issuing fixed penalty 

notices. 

●​ Decide on requests for leave of absence in exceptional circumstances. 

Designated Senior Leader for Attendance 

At Cothill House School, the designated senior leader for attendance is Adam Pearson (Deputy Head 

Pastoral). The senior leader will: 

●​ Oversee attendance across the school. 

●​ Retain an oversight of attendance data. 

●​ Foster a clear vision and expectations regarding attendance within the school community. 

●​ Identify and devise systems and interventions to improve attendance. 

●​ Arrange meetings with parents/carers to discuss attendance issues. 

●​ Advise the Head on cases where it may be appropriate to consider fixed penalty notices. 

Contact details for our designated senior leader: 

●​ apearson@cothill.org.uk - 01865 410867 

Form Teachers 

Form teachers will: 

●​ Complete attendance registers at specified times on iSAMS. 

●​ Use accurate attendance and absence codes as set out in Working Together to Improve 

School Attendance. 
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Office Staff 

Office or school administration staff will: 

●​ Oversee and follow up unknown absences on a daily basis. 

●​ Answer and record attendance-related phone calls from parents/carers. 

●​ Ensure that any safeguarding concerns are reported using CPOMS. 

Parents and Guardians 

Parents and carers will: 

●​ Ensure that their child attends school each day unless there is a statutory reason for absence. 

●​ Notify the school of their child’s absence as soon as possible via the school office 

(absence@cothillpst.org or 01865 390800). 

●​ Request leave of absence only in exceptional circumstances and, where possible, provide 

advance notice. 

●​ Schedule non-emergency medical and dental appointments outside school hours whenever 

possible. 

●​ Engage with any support offered to address barriers to their child’s attendance. 

Day Pupils 

●​ Attend school punctually every day. 

●​ Arrive on time for all lessons. 

●​ Engage with support offered by the school to help overcome any barriers to attendance. 

●​ If a pupil is unwell or cannot attend school as a result of other unplanned circumstances, 

parents/guardian must contact the school office (absence@cothillpst.org or 01865 390800) 

as soon as possible on the  day in question and on each subsequent day their child is absent.   

●​ If a child is absent from school due to illness or other unplanned circumstances,  

parents will be asked to provide an estimated date of return to school (i.e. after 48  

hours from the last incident of sickness or diarrhoea). There is no need for parents  to 

separately contact the school office each day that their child is absent from school up 

to the anticipated date of return. If a child continues to be absent beyond the  

anticipated date of return, parents will be contacted to confirm the reasons for the  

ongoing absence.  

●​ Parents are requested to report absences before 8.30am each day. 

Boarders 

●​ If a boarder is at home during a holiday and cannot return to school at the published time 

because they have become unwell or as a result of other unplanned circumstances, 

parents/guardians must contact the school office (absence@cothillpst.org or 01865 390800) 

as soon as possible on the day in question. 

●​ If a boarder is at home during the weekend and cannot return to school because they have 

become unwell or as a result of other unplanned circumstances, parents/guardians must 

contact the Houseparent as soon as possible. Houseparents must be sure to pass this 

information on to the Admin Team. 
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●​ If a boarder feels unwell during the day they must report to the Nurse/Matrons who will 

determine if they are well enough to return to lessons or remain in the school sick bay.  

●​ If a boarder requires further medical assessment, parents will be contacted by the 

Nurse/Matrons to determine whether the Nurse/Matrons or Parent will chaperone them.  

●​ The Nurse/Matron will inform the school office and staff body if a child is to remain in sick 

bay or leave site for medical assessment or returning home. 

●​ During any absence of a child from school, parents/guardians must liaise with the school 

office regarding the date of their child’s likely return. If a child continues to be absent beyond 

the anticipated date of return, parents will be contacted to confirm the reasons for the 

ongoing absence. 

Protocols and Procedures 

Recording Attendance 

Cothill House School will maintain a register of school attendance, ensuring that every pupil's name 

is entered, regardless of their statutory school age. The school will add pupils to the admission 

register at the start of the agreed first day of attendance. If a pupil fails to attend on this day, the 

school will follow up to establish the reason for their absence. 

The attendance register will be taken at the start of the school day and once during the second 

session, following the guidelines set out in Working Together to Improve School Attendance. 

The school will also record: 

●​ Whether an absence is authorised. 

●​ The nature of any off-site activity. 

●​ Any exceptional circumstances leading to an absence. 

Amendments to the Attendance Register 

Accurate records of any amendments to the attendance register will be maintained, including: 

●​ The original entry. 

●​ The amendment being made. 

●​ The reason for the amendment. 

●​ The date of the amendment. 

●​ The name and position of the individual making the amendment. 

Monitoring and Analysing Attendance 

Cothill House School will monitor attendance to identify issues, concerns, and patterns of absence. 

We will use a variety of systems for monitoring absence on a daily, weekly, termly, and annual basis, 

focusing on individuals, groups, and cohorts. Attendance levels will be included in termly reports to 

parents. 

 



 

Authorised and Unauthorised Absences 

Every absence is considered individually, and the school will assess whether to authorise an absence 

on a case-by-case basis. Typical scenarios for authorised absences include: 

●​ Illness. 

●​ Emergency medical and dental appointments. 

●​ Religious observance for recognised religious holidays/festivals. 

●​ Participation in performances licensed by the local authority. 

●​ Absences due to bereavement. 

●​ Other relevant scenarios will also be considered on a case by case basis. 

Absences may be unauthorised if deemed unacceptable by the school or if a valid reason is not 

provided. 

Punctuality 

Pupils are expected to arrive at school on time each day. The morning register will open at 8.15am 

and remain open until 8.30am with exception of Saturday mornings when the registration period is 

between 8.45-9.15am. The second session register will open at 5pm and close at 5.15pm with the 

exception of Wednesday and Saturday afternoons when the register will open at midday and close at 

12.15pm to account for sports fixtures. 

Pupils arriving after the register opens, but before it closes will be marked as late, while those 

arriving after the register closes will be marked as absent, although their arrival time will be noted. 

Persistent lateness may result in a senior member of staff contacting parents to determine the cause 

and help provide support to improve it.  

The school day ends at 4.30pm for Year 3 pupils, 5.30pm for Year 5 pupils, 5.35pm for Year 6 pupils 

and 6pm for Year 7 & 8 pupils. 

Requesting Term-Time Absence 

Requests for advanced approval of term-time absence will not be granted unless exceptional 

circumstances are present. Parents should plan holidays around school breaks and avoid seeking 

permission for term-time absences. 

If exceptional circumstances arise, a request can be submitted to the Head. Requests should be made 

as early as possible and at least a week before the planned absence. 

Leave of absence for exceptional circumstances is at the discretion of the Head, including the 

duration of the leave granted. 

 

 



 

Managing Persistent and Severe Absence 

Using monitoring systems, we will identify cases of persistent (missing more than 10% of possible 

sessions) and severe (missing more than 50% of possible sessions) absence and work to understand 

and address root causes. Strategies may include: 

●​ Supporting the pupil and their family to understand the implications of attendance. 

●​ Enhanced monitoring of individual pupils. 

●​ Meetings with parents/guardians to discuss concerns. 

●​ Providing pastoral support and resources. 

●​ Collaborating with external partners to address underlying issues. 

●​ Issuing warning letters as necessary. 

●​ Reporting 10 consecutive days and 15 cumulative days of absence across the year to the 

local authority.  

●​ Where needed, the school will develop an Attendance Support Plan (ASP) with parents and 

the pupil, in line with DfE guidance. 

Handling Unexplained Absences 

If the circumstances of a child’s absence remain unclear after repeated efforts, the school will follow 

its safeguarding protocols and reference local arrangements for children missing education (CME). 

CME are children of compulsory school age who are not registered pupils at a school and are not 

receiving suitable education otherwise than at a school. 

CME includes children who: 

●​ are in the process of applying for a school place 

●​ have been offered a school place for a future date but have not yet started 

●​ are receiving elective home education (EHE) that has been assessed as unsuitable 

●​ have been recorded as CME for an extended period, for example where their 

whereabouts is unclear or unknown 

CME are not children who: 

●​ are receiving suitable education otherwise than at a school (for example, pupils who are 

electively home educated or attending alternative provision) which is suitable to the 

child’s age, ability, aptitude and any special educational needs they may have 

●​ are EHE but the local authority has not had an opportunity to assess whether the 

education being provided is suitable 

●​ are registered at a school, even if they are persistently or severely absent from that 

school 

 

CME are at significant risk of underachieving, having poorer health outcomes, being victims of harm, 

exploitation or radicalisation, and becoming not in education, employment or training (NEET) later in 

life. 

 



Following any periods of long term absence, a reintegration plan can be initiated to provide 

personalised support, open communication with families, academic catch-up, mental health support 

and a gradual build-up to full-time attendance. The aim of these plans is to rebuild confidence and 

belonging through structured support.  

Addressing Barriers to Attendance 

The school recognises that pupils may face barriers to attendance, including SEND needs, mental 

health challenges or experiences of bullying. Staff work with pupils, parents and relevant 

professionals to provide tailored support and adjustments. With attendance being monitored closely, 

interventions can be staged and reviewed to ensure pupils can access education safely and equitably. 

Policy Review 

This attendance policy will be reviewed annually by the SLT to ensure it remains effective and 

compliant with current legislation and guidance.  
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