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Vision and Values 

Brookland Church Of England Primary School Vision Statement 

 

‘For A Brighter Future’ 

 

Following in Jesus’ footsteps, we learn to make positive and courageous CHOICES to brighten 

not only our future but that of others. 

 

 

‘My children, our love should not be just words and talk; it must be true love, which shows 

itself in action.’   

          1 John 3:18 

 

At Brookland we expect all within the school community (Pupils, Staff, Parents, Governors and 

Visitors) to show outstanding attendance at all times. Our vision for attendance in our school 
is rooted in our Christian vision – every choice we make, either individually and/or collectively 

as a school, is done to ensure that everyone in our school community is able to flourish and 

enjoy the brightest future, experiencing ‘life in all its fullness’. (John 10:10)   
 

Our key values are: 
 

Courage 

Humility 
Offering 

Integrity 

Commitment   
Empathy 

Service 

 

Statement of Intent 

 
Brookland CE 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. 
 

Our attendance target for the academic year is 100%. This means that pupils attend school 

190 days per year. We believe that attending school every day is fundamental to gain the 
greatest benefit from school and an enriching and fulfilling experience.  

 

Research shows children and young people who attend school at least 96% of the time (i.e., 
they attend for 184 days or only miss 6 days of school a year) are more likely to achieve good 

results. Studies of attendance show a clear correlation between attendance and 

achievement, which continue throughout primary and secondary school. Good attendance 
develops the essential life skills necessary for young people to be responsible and successful 

citizens and is important for personal, social and emotional development and self-esteem. 

 
The Governors, Headteacher and Staff in partnership with parents have a duty to promote full 

attendance at Brookland.  

 
The purpose of this policy is to set out the expectations around attendance and the strategies 

that are available to support this.  
 

The Law -  

 
In Working Together to Improve School Attendance paragraph 8 and 9 state –  

 

 ‘The law entitles every child of compulsory school age to an efficient, full-time education 

suitable to their age, aptitude, and any special educational need they may have. It is the 

legal responsibility of every parent to make sure their child receives that education either by 
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attendance at a school or by education otherwise than at a school.’ (8) 

 

‘Where parents decide to have their child registered at school, they have an additional legal 

duty to ensure their child attends that school regularly. This means their child must attend every 

day that the school is open, except in a small number of allowable circumstances such as 

being too ill to attend or being given permission for an absence in advance from the school.’ 
(9) 

 

The school follows the guidance as set out in the DFE’s guidance – Working Together to 
Improve School Attendance. 

 

This sets out how the school, all staff, governors, the local authority, pupils and parents, should 
work together to improve attendance. The guidance sets out the following stages.  

 

EXPECT. Aspire to high standards of attendance from all pupils and parents and build a culture 

where all can, and want to, be in school and ready to learn by prioritising attendance 

improvement across the school. 
 

MONITOR. Rigorously use attendance data to identify patterns of poor attendance (at 

individual and cohort level) as soon as possible so all parties can work together to resolve them 

before they become entrenched. 

 

LISTEN AND UNDERSTAND. When a pattern is spotted, discuss with pupils and parents so we 

listen and understand barriers to attendance and agree how all partners can work together 
to resolve them. 

 

FACILITATE SUPPORT. Remove barriers in school and help pupils and parents to access the 

support they need to overcome the barriers outside of school. This might include an early help 

or whole family plan where absence is a symptom of wider issues. 

 

FORMALISE SUPPORT. Where absence persists and voluntary support is not working or not being 

engaged with, partners should work together to explain the consequences clearly and ensure 
support is also in place to enable families to respond. Depending on the circumstances, this 

may include formalising support through an attendance contract or education supervision 

order. 

 

ENFORCE. Where all other avenues have been exhausted and support is not working or not 

being engaged with, enforce attendance through statutory intervention: a penalty notice in 

line with the National Framework or prosecution to protect the pupil’s right to an education. 

 
Brookland CE Primary School will continue to promote the benefits of good attendance, 

communicating these clearly and setting the highest expectations for every pupil. As part of 
this process, the school will develop a culture where all staff have a role to play in promoting 

the importance of good attendance and challenging when not. As part of this culture, the 

headteacher (Mr Martin Hacker) will adopt the role of the Senior Attendance Champion with 
responsibility for championing and improving attendance. The governor body will also oversee 

attendance through their safeguarding governor (Ms Emily Carr) 

 

EXPECT 

 

Paragraph 14 of the guidance states: The most effective schools consistently promote the 

benefits of good attendance at school and make schools a place pupils want to be, set high 

expectations for every pupil, communicate those expectations clearly and consistently to 

pupils and parents, systematically analyse their data to identify patterns to target their 

improvement efforts, and work effectively with the LA and other local partners to overcome 

barriers to attendance. They also recognise that attendance cannot be seen in isolation and 

that the foundation to good attendance is a calm, orderly, safe, and supportive 

environment in which all pupils want to attend and can learn and thrive. 

 
To manage and improve attendance effectively, all schools are expected to: 

https://assets.publishing.service.gov.uk/media/63049617e90e0729e63d3953/Working_together_to_improve_school_attendance.pdf
https://assets.publishing.service.gov.uk/media/63049617e90e0729e63d3953/Working_together_to_improve_school_attendance.pdf
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- Build strong relationships and work jointly with families, listening to and understanding 
barriers to attendance and working in partnership with families to remove them.  

- Develop and maintain a whole school culture that promotes the benefits of high 
attendance. 

- Have a clear attendance policy which all staff, pupils and parents understand and which 

protects the value of regular attendance. Regular attendance means attending all 
sessions, for the full duration of those sessions, except where there is a statutory reason. 

Schools should be clear about the individual circumstances in which leave of absence 

may be granted, in line with the principles set out in paragraph 36, and that requests will 
be considered on their individual merits. 

- Accurately complete admission and attendance registers and have effective day-to-day 

processes in place to follow-up absence.  
- Regularly monitor and analyse attendance and absence data to identify pupils or 

cohorts that require support with their attendance and put effective strategies in place.  

- Share information and work collaboratively with other schools in the area, local authorities, 
and other partners where a pupil’s absence is at risk of becoming persistent or severe.  

- Be particularly mindful of pupils absent from school due to mental or physical ill health or 

their special educational needs and/or disabilities, and provide them with additional 
support or reasonable adjustments. 

 

MONITOR  

 

The law requires all schools to have an admissions and attendance register. These registers 
must be kept electronically. The information for admissions and attendance is held securely in 

SIMS.  
Pupils arrive at school via the main entrance between 8.40 and 8.45am. Attendance registers 

will be completed in both morning and afternoon sessions. The morning register will be taken 

at 8.45 am and again in the afternoon. Pupils are expected to attend every day that the 
school is open unless they are unwell or there are exceptional circumstances. Children that 

arrive after 8.50am will be marked as late (L) and if arriving after 9.05am will be marked as an 

unauthorised absence (U). 
 

If a pupil is absent, parents are expected to contact the school either through the office or 

ClassDojo. Parents must give a reason for the absence, and this will be recorded on SIMs.  
 

If a pupil arrives after 8.45am, it is expected that an adult will accompany them to the school 

office to sign the pupil in and offer a reason for the lateness. This information will be recorded 
on the school management system (SIMs). 

 

Leaders at the school will monitor attendance and late levels, including the attendance for 
different groups of pupils. For example, disadvantaged, Special education needs, those 

known to social care, young carers, along with other identified groups.  Where attendance is 

flagged as a concern, an investigation will be undertaken, with the aim of working quickly and 
effectively with the child and parent to rectify the situation. This may include working with 

external agencies and the local authority.  

 

LISTEN AND UNDERSTAND  

 
As a school we understand that there are many reasons why children may struggle coming to 

school. We will work alongside pupils and families to overcome these barriers.  

 
As a school, we expect pupils to attend every day the school is open.  

 

In line with our tracking of attendance we use the following ranges  
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Where children fall below 95% the school will monitor this attendance closely and will contact 
parents to offer further targeted support. 

 
Where there are no genuine reasons for the absences, parents may be asked to meet the 

Head Teacher, SENCo or FLO to discuss the school’s concerns. A record of this meeting will be 

taken and parents will be asked to sign to show not only an accurate record of the meeting 
but a commitment to the agreed actions.  

 

As part of our duty to safeguard pupils, schools will consider whether the patterns of 
attendance may indicate a safeguarding concern. School Attendance is part of our 

safeguarding duty. If a pupil is absent for two days or more without explanation, a home visit 

may be considered, and Police Welfare Checks can be requested. 
 

FACILITATE SUPPORT 

 

Following investigation of pupil or parent concerns, it may be necessary to make changes or 

adaptations to school 
systems and routines for the individual pupil to ensure the return to good attendance. This may 

be temporary, until 

the habit of good attendance is achieved. 
Strategies will vary from case to case but may include: - 

- Welfare time to discuss concerns in school 

- Removal of specific in school barriers to attendance 
- Creation of an attendance action plan 

 

FORMALISE SUPPORT 

 

When there is no improvement and pupils are at risk of persistent absence or pupils and parents 
are not engaging with the voluntary support, further formal action will be taken. Persistent 

absence is where a pupils misses 10% or more of school (equivalent to one day a fortnight 

across the full school year or 19 days of absence.) 
 

The initial meeting in school will be held to discuss and understand the barriers to attendance 

and agree interventions and actions to address these. This may include referral to services and 
organisations that provide support. A record of this meeting will be taken, and parents will be 

asked to sign these to show that this is a true record of the discussion and a commitment to 
the agreed actions. This support may take a variety of forms and will be dependent on the 

outcome of the discussions.  

 
At this stage, it may also be appropriate to include the Local Authority School Attendance 

Support Team in meetings that will clearly explain both the support on offer but also the legal 

implications and consequences of persistent and severe absence (missing 50% or 95 days or 
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more of school) on the pupil.  

 
If parents refuse to engage with this support, the school will consider whether this is an 

indication of a safeguarding issue and will seek advice under our legal obligations in Keeping 
Children Safe in Education. Severe absence, in the absence of a long-term medical condition, 

will usually be considered an indication of neglect and therefore a safeguarding issue.  

 

ENFORCE 

 

This is the final stage of the process flow chart.  

 

Prevention - of poor attendance through celebration and reward for good attendance so 

that all pupils develop good patterns of attendance. Using data rigorously to identify 

increasing levels of absence before it becomes a regular pattern. Using support and good 

attendance management to help families re-establish good attendance levels.  
 

Voluntary Support - early intervention to help parents and pupils overcome difficulties in 

establishing good attendance habits.  

 

Early Intervention – to agree and action plan for pupils with higher level of absence. 

 

Enforce – work with the Local Authority on legal routes to ensure good attendance is re-

established. 

 

Where a supportive approach has not had the desired improvement on attendance, 
enforcement is the final stage where there are consequences to continues persistent or severe 

absence or rules about holidays in term time have been broken.  

 

Children with medical conditions and SEND. 

 

We recognise that these pupils may face greater challenges, however their right to an 

education is the same as any other pupil so our ambition for their attendance is the same. To 

support these pupils and families, reasonable adjustments will be made and detailed in the 
individual health care plans. We will ensure that these pupils have access to support in school. 

Our aim is to be inclusive for these pupils without condoning poorer attendance.  

 
In very exceptional cases schools may agree to a temporary part-time timetable as a solution 

or part of a reintegration package. This will be strictly monitored and in place for shortest time 

possible. The part time timetable will be reported to the Local Authority. A Pastoral Support or 
other agreement will be time limited with the aim of the pupil returning to full attendance 

either at school or in an alternative provision.  
 

Sharing Data 

 

Brookland CE Primary School will share data and engage in meeting with the Local Authority 

and other appropriate agencies.  
 

In addition, the school will notify the Local Authority when a pupils is added to or deleted from 

the admissions register.  
 

The Role of Governance 

 

As improving attendance requires a whole school approach which is robustly reviewed, 

Chapter 3 of the Working together to improve school attendance guidance highlights the 
importance of the role played by school trustees and governors. They are expected to:  

 

- Recognise the importance of school attendance and promote it across the school’s 

ethos and policies.  

- Ensure school leaders fulfil expectations and statutory duties  
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- Regularly review attendance data, discuss, and challenge trends, and help school 

leaders focus improvement efforts on individual pupils or cohorts who need it most. 

- Ensure that staff receive adequate training on attendance 

- Share effective practice on attendance management and improvement across 
schools.   

 

Trustees and governors should have attendance on the agenda at board meetings and have 
regular discussions about it, paying particular attention to pupil cohorts or groups that are 

identified as having poor attendance.  

 

The Role of the Local Authority 

 

Schools have a crucial role in raising attendance for all their pupils. They have a protective 

role in being best placed to spot early patterns of poor attendance for persistent absentees. 

Individual pupils’ barriers to attendance, however often go far beyond the school gates. 
Persistent absence is almost always a symptom of wider issues in a pupils’ life, and barriers to 

attendance are often specific to local contexts.  

 

The local authority, statutory safeguarding partners and other local partners have a crucial 

role in supporting pupils to overcome those barriers and ensuring all children can access the 
full-time education to which they are entitled.  

 

Local authorities are expected to: 
 

- Rigorously track local attendance data.  

- Have a School attendance support team which provides the following core function 

free of charge to all schools. (In Kent this is Kent Pri and Attendance Service - KPAS) 

o Communication and Advice 
o Targeting Support Meetings 

o Multi-disciplinary support for families  
o Legal intervention 

o Monitor and improve the attendance of children with a social worker through their 

Virtual School. 
 

TYPES OF ATTENDANCE. 

 
Every instance of absence has to be classified by the school (not by parents) as either 

authorised or unauthorised. All reasons for absences are fully investigated and if no reason is 

given, the absence will be recorded as unauthorised. 
 

Authorised absences (approved absences) 

 

Authorised absences are mornings or afternoons away from school for a good reason, like 

illness, medical or dental appointments which unavoidably fall in school time. Absences due 
to illness/appointments need to be reported to the school via telephone/DOJO (Office) no 

later than 9.15 am on each day of absence. 

 

Illness 

 
In most cases, absences for illness reported following the school’s procedure will be authorised, 

unless there is a reason to believe that the illness is not genuine, or if there are persistent sickness 

absences that are affecting a child’s attendance and education. In these cases, the school 
reserves the right to request supporting medical evidence for the period of illness.  

 

Medical evidence will only normally be requested in a minority of cases where there is a 
genuine need to establish the reason for absence or to understand a pupil's health needs and 

identify appropriate support. The school will consider evidence available to the parent, which 

may include an appointment card, prescription or other appropriate evidence. The school will 
not routinely require medical evidence for illness. 
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Absences due to illness which have not been reported to the school by the Parent/Carer on 

the first day of absence may not be authorised and will be recorded as an unauthorised 
absence. The reporting of absence due to illness remains the responsibility of the Parent/Carer. 

 
It is school policy that where a child has been sent home from school or absent due to vomiting 

or diarrhoea, they must not return to school until 48 hours after the last episode to reduce the 

risk of infection to other children and adults at the school. 
 

Medical/Dental Appointments 

 
Wherever possible, medical and dental appointments should be made out of school time. 

Where medical or dental appointments unavoidably take place during school time, the 

absence may be authorised. Parents should provide appropriate information about the 
appointment where reasonably possible. The school may request supporting evidence where 

this is necessary to understand or verify the absence. 

 
The child should be absent for as short a period of time as possible. All absences for medical 

or dental appointments must be supported by providing the school office with sight of or a 

copy of the appointment card or letter – only then will be absence be authorised. 
 

Exclusion 

 

When a child is excluded from attending school for a fixed period of time, this is counted as 

authorised absence. 

 

Religious Observance 

 

Brookland CE Primary School acknowledges the multi-faith nature of school communities and 

recognises that on some occasions, religious festivals may fall outside of school holidays or 
weekends and this necessitates a consideration of authorised absence for religious 

observance. Absence for religious observance will be authorised where the day is exclusively 

set apart for religious observance by the religious body to which the parent belongs. The 
school will consider each request in accordance with the statutory guidance. 

 

The school must still be notified of the absence by 9.15am on these occasions. 
 

Exceptional Circumstances 

 

Only the Head Teacher can approve absences from school classed as Exceptional 
Circumstances. Examples of such absences may include family bereavement and service 

personnel returning from a deployment where leave will not fall in a school holiday. There is no 

automatic right to take a holiday in term time. 
 

For clarity, the fundamental principles for defining ‘exceptional’ are rare, significant, 

unavoidable and short. And by 'unavoidable' it implies that an event could not reasonably be 
scheduled at another time. 

 

Schools will never authorise holidays which fall in SATs week or at the start of a new academic 
year, as research shows poor attendance in the first key days of a new year are closely linked 

to persistent absence through the year. The DfE does not consider a need or desire for a 

holiday or other absence for the purpose of leisure or recreation to be an exceptional 
circumstance 

 

For an absence to be recorded as Exceptional Circumstances, it must be requested in writing 
in advance by a parent the child normally lives with. Parents must write to the Headteacher 

outlining the following: - 

 
- The reason their child will be absent from school during term-time and why it should be 

classed as Exceptional Circumstances. 

- Why the absence is unavoidable 
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- The dates of the intended absence and the reason 

 
The Head Teacher will then review the request, taking into account: - 

- The circumstances of the request and purpose of the absence the length of the 
proposed leave – 

- The child’s current and previous attendance record –  

- Their ability to catch up on missed schooling. – 
- Proximity to tests or other school exams – 

- The child’s educational needs and general welfare – 

- Previous term-time holiday / absences due to Exceptional Circumstances taken in the 
current and previous academic years. 

 

The Headteacher will consider each request on its individual circumstances, including the 
reason for the absence, its length, the pupil's attendance record and any relevant welfare or 

educational considerations. Previous or likely future attendance may be relevant to the 

decision but will not, in itself, determine the outcome. 
 

Only the school can approve or decline a request and make the decision as to whether the 

absence be authorised. 
 

Retrospective requests will not be considered, and the absence will be recorded as 

unauthorised. If permission for the absence is not given and the child is still absent, it will be 
recorded as unauthorised and a Penalty Notice may be requested from Kent County Council. 

 

Leave of absence 

 

All schools can grant leave of absence when a pupil needs to be absent with permission. There 
are very specific circumstances laid out in regulation 11 of the School Attendance (Pupil 

Registration) (England) 

Regulations 2024. These are: - 
 

- Taking part in regulated performance or employment abroad. This must be in line with 

a licence issued by a local authority or Justice of the Peace of body of persons 
approved (BOPA) 

- Attending an interview 

- Study leave (does not apply) 
- A temporary, time limited part-time timetable. This must be agreed by the school and 

the parent the child normally lives with. It is used in exceptional circumstances, with 

agreed dates and times when the pupil will attend school. 
 

Education off site. The school can allow pupils to be absent for the following reasons:- 

- To attend an offsite approved educational activity 
- For pupils who are dual registered to attend their other school 

- To attend provision arranged by the local authority e.g., alternative provision or as part 

of an EHCP 
- To participate in an approved sporting activity 

- To attend a visit or trip arranged by the school 

 

Unauthorised Absences 

 

Holidays during term time 

 
Absences due to family holidays which have not been designated by the Head Teacher as 

‘Exceptional Circumstances’ will be recorded in the register as unauthorised.  

 
Requests for holidays during term time need to be submitted in writing to the school as detailed 

above (see ‘exceptional circumstances’). All requests for holidays during term time will be 

responded to in writing by the school giving details of whether or not a Penalty Notice will be 
issued for the absence. The DfE does not consider a need or desire for a holiday in term time 

to be an exceptional circumstance. 
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Absences for unsatisfactory reasons  

 

These absences will be recorded as unauthorised: - 
- A child or family member’s birthday – 

- Attending a wedding or other celebration – 

- Closure of a sibling’s school or class (for example because of strike action) – 
- Illness where the child is considered well enough to attend school – 

- Unable to get up in the morning – 

- Arriving to school late after registers close at 9.05am. 
- A sibling is ill 

- Confusion over school dates 

- Not having a complete school uniform 
- Attending protest activities during school hours 

 

Penalty Notices  

Penalty Notices are issued by the Local Authority as an alternative to prosecution where a 

pupil's absence has been recorded as unauthorised and the legal threshold for intervention 

has been met. 

Brookland Church of England Primary School will work in partnership with Kent County 

Council and will follow the national framework for Penalty Notices, the current Kent County 
Council Code of Conduct and the Department for Education's statutory guidance, Working 

together to improve school attendance. 

A Penalty Notice may be considered where a pupil has accrued 10 or more sessions of 

unauthorised absence within a rolling 10 school-week period. A session is equivalent to one 

morning or afternoon. The threshold can be met through a single period of absence or 

through a number of periods of absence. 

Meeting the threshold does not automatically result in a Penalty Notice. Each case will be 

considered individually. Before requesting a Penalty Notice, the school will consider: 

• the circumstances and reasons for the absence; 

• whether appropriate support has been offered and whether this support has been 

engaged with; 

• whether further support would be appropriate; 

• whether a Penalty Notice is likely to improve the pupil's attendance and change 

parental behaviour; 

• whether another formal or legal intervention would be more appropriate; 

• whether there are any safeguarding concerns; 

• whether the school has complied with its duties under the Equality Act 2010, including 

in relation to pupils with disabilities; and 

• whether the pupil is expected to attend school on a full-time basis. 

Where support is appropriate but has not been effective or has not been engaged with, the 

school may work with Kent County Council to issue a Notice to Improve before a Penalty 

Notice is considered, where this is appropriate in the circumstances. 

A Notice to Improve is not required in every case. For example, it may not be appropriate 

where support would not be appropriate in the circumstances, such as an unauthorised 

term-time holiday. 

A maximum of two Penalty Notices may be issued to the same parent for the same pupil 

within a three-year period. Where a third instance of unauthorised absence meeting the 

national threshold occurs within the relevant three-year period, a Penalty Notice will not 

normally be issued and the Local Authority may consider alternative legal intervention. 
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The school will make any request for a Penalty Notice to Kent County Council in accordance 

with the current Kent County Council Code of Conduct. The final decision to issue a Penalty 

Notice rests with the Local Authority where the Local Authority is the issuing authority. 

Penalty Notices may be issued to each parent who is liable for the pupil's attendance 

offence, in accordance with the national framework and the Local Authority's procedures. 

The school will not use Penalty Notices as a substitute for appropriate support. Where 

absence is linked to complex barriers, safeguarding concerns, special educational needs or 
disabilities, or medical or mental health needs, the school will consider the pupil's individual 

circumstances and ensure that appropriate support and reasonable adjustments are in 

place before pursuing enforcement, where appropriate. 

 

Lateness  

 

A pupil arriving late can seriously disrupt their own and others’ learning. Registers are taken in 
the classroom at 8.45 am, children arriving after these times will be recorded as late and must 

report to the School Office to sign in. Registers close completely at 9.05 am, children arriving 

after this time without good reason such as a medical appointment, dentist or another 
previously agreed reason, will be marked on the register as having an unauthorised absence 

for the whole morning. In such cases, the school will inform Parents/Carers of the decision and 

explain the possible consequences of continued unauthorised absence due to persistent 
lateness.  

 

Children who have at least 10 absences in the register due to unauthorised lateness within any 
10-week period may be subject to a Penalty Notice being requested from Kent County 

Council. If a child is persistently late (more than 30% of lateness in any 10-week period) then 

Brookland CE Primary School reserves the right to unauthorise the absence for arrival after 
9.05am and the penalty notice procedure will take place. Brookland CE Primary School will 

contact families that are persistently late to offer support and guidance throughout this 

process. 

Attendance returns 

The school will provide the Local Authority with the names and addresses of all pupils of 
compulsory school age who fail to attend school regularly, or who have been absent for a 

continuous period of 10 school days where their absence has been recorded with one or 

more of the codes statistically classified as unauthorised (G, N, O and/or U). The frequency of 
attendance returns will be in accordance with the arrangements agreed with the Local 

Authority and will be no less frequently than once per calendar month. 

Children missing in education  

Brookland Church of England Primary School recognises its responsibility to identify and 

respond promptly to children who may be missing education. 

Children Missing Education (CME) are children of compulsory school age who are not 

registered pupils at a school and are not receiving suitable education otherwise than at 

school. 

A pupil who is persistently or severely absent from Brookland CE Primary School but remains 

registered at the school is not, by that fact alone, a child missing education. However, poor 

or irregular attendance may be an indicator that a child is at risk of becoming missing from 

education and will be monitored closely. 

The school will: 
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• monitor attendance daily and follow up unexpected and unexplained absence 

promptly; 

• make reasonable enquiries to establish a pupil's whereabouts and circumstances 

where necessary; 

• maintain accurate admission and attendance registers; 

• notify the appropriate Local Authority where required; 

• share relevant information with the Local Authority and other agencies where this is 
necessary to safeguard the child or establish their educational arrangements; 

• promptly refer a child to the appropriate Kent County Council Children Missing 

Education service where the school has reason to believe that the child may no 

longer be attending the school and the child's educational arrangements or 
whereabouts are unclear; 

• continue to make reasonable enquiries, in partnership with the Local Authority, until it 

is established where the child is and what suitable education they are receiving; and 

• make safeguarding referrals without delay where there is reason to believe that a 

child is at immediate risk of harm. 

Where a pupil is absent and the school is unable to establish their whereabouts or 

circumstances, the school will consider the level of risk and take proportionate action. This 

may include contacting parents and carers using all known contact details, contacting 
other agencies known to be involved with the family, contacting other schools where 

appropriate, undertaking a home visit and making a referral to the Local Authority or other 

safeguarding agencies. 

Where a parent indicates that a child will no longer attend the school, the school will seek 

information about the child's new educational arrangements. Where appropriate, this will 

include obtaining confirmation of the new school or other suitable education provision. 

The school will not remove a pupil's name from the admission register simply because the 

pupil has been absent for a particular number of days. Where the circumstances meet one 

of the statutory grounds for deletion under the School Attendance (Pupil Registration) 
(England) Regulations 2024, the school will follow the requirements of those regulations and 

the Department for Education's statutory guidance. 

Where a pupil has not returned to school after a period of leave of absence, or has been 

continuously absent for the period specified within the relevant statutory ground for deletion, 

the school will work with Kent County Council to undertake the required reasonable enquiries 

before the pupil's name is removed from the admission register. 

The school will make the required notifications to the Local Authority when a pupil's name is 

added to or removed from the admission register outside of standard transition 
arrangements, in accordance with the School Attendance (Pupil Registration) (England) 

Regulations 2024. 

The welfare and safety of the child will remain the school's primary consideration throughout 

this process. 

Attendance Support - Brookland CE Primary School offers varied support for children or families 

that are having difficulties with attendance or persistent lateness. A list of Family Support 
Services can be found on the website, or the matter can be discussed with a member of the 

school team. 

 

FORMAL OR LEGAL ENFORCEMENT PROCESSESS.  

 
Where all voluntary support options have been unsuccessful, or are not appropriate (e.g., an 

authorised holiday in term) the school with liaise with the local authority’s Attendance Support 

Team, early help or social workers (if applicable) to take forward legal intervention so the LA 
can formalise support and/ or enforce attendance. All LAs are expected to understand and 

make use of formal support options including attendance contracts and education 
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supervision orders. 

 
LAs are expected by the DfE to issue Notices to Improve and penalty notices in line with the 

National Framework where absence was unauthorised and support has not been engaged 
with or would not have been appropriate in the circumstances of the offence e.g. an 

unauthorised holiday in term time. 

 
There are five types of formal and or legal process that can be followed if enforcement is 

needed to ensure the pupil receives their entitlement to a suitable education and parents 

comply with their duty to ensure the pupil attends the 
school at which they are registered. 

 

1. An attendance contract. 

 

This is a formal written agreement between the parents and either the school or local authority 
to provide a more formal route to secure engagement with support. A meeting will be 

arranged to explain the purpose and benefits of the attendance contract. Parents will be 

asked to outline their view on their child’s attendance, the underlying issues and how they 
believe these can be addressed. If a parent fails to attend a meeting without good reason or 

notification, further attempts to make contact and arrange another meeting will be made, 

but all attempts at support will be recorded. 
 

The contract will describe the requirements on parents, details of the support from the school 

and local authority. Support may include provision of a lead practitioner, signposting to local 
authority, including health services or the voluntary sector, including foodbanks or formal 

parenting programmes. A contract will generally be agreed for between 3 and 12 months. 

The contract will conclude with a statement by the parent that they will abide by the 
requirements. This statement will be signed by the parents. All parties will have a copy of the 

contract. 

 
If a parent does not comply with the contract, the lead practitioner will make contact, seek 

an explanation and either review the contract if the parent is not at fault or issue a written 

warning that they are not satisfied with the explanation and stating that the contract will be 
terminated and another course of action pursued. A copy of this letter will be kept on file. 

 

If there is no response to the warning or the non-compliance continues, a final meeting will be 
called to determine whether a different legal intervention is required. The decision and reasons 

will be formally recorded. 
 

2. Education supervision orders (ESO). 

 
An ESO will be used when voluntary support is not effective and this approach will be beneficial 

to parents and pupils, this approach may be used if there are safeguarding concerns, but 

generally the s.17 Child in Need or s.47 Child Protection Plans will be used. 
 

The Local authority must fully consider using an ESO before moving to prosecution. 

 
An ESO is made through the Family or High Court and gives the local authority a formal role in 

advising, helping and directing parents to ensure the pupil receives a suitable full-time 

education. The order initially lasts for a year, but extensions can be granted within the last three 
months for up to three years. 

 

If it is decided that an ESO is appropriate, the local authority should notify parents in writing 
and set up a meeting to discuss with the parents. The local authority will write to parents and 

may combine an ESO with the service of an application notice. An officer of the local authority 
will be chosen as supervisor of the order, and the school will work with this person to provide 

support. 

 
Review meetings should be held every three months. 

 



 14 

In the case of non-compliance with an ESO, parents may be guilty of an offence and on 

conviction may be liable to a fine of up to £1,000. 
 

3. Attendance prosecution. 

 

Where a child of compulsory school age fails to attend the school where they are registered 

regularly, parents may be guilty of an offence and can be prosecuted by the local authority. 
Prosecution is generally the last resort where all other voluntary and formal support or legal 

intervention has failed. Only the local authority can prosecute parents, and they must fund all 

associated costs, including the preparation of court documentation. 
 

Local authorities have the power to prosecute: 

• Parents who fail to comply with a school attendance order issued by the local authority to 
require a parent to get their child registered at a named school (under section 443 of the 

Education Act 1996). This may result in a fine of up to level 3 (£1,000) 

 
• Parents who fail to secure their child’s regular attendance at a school, for which there are 2 

separate offences: section 444(1) where a parent fails to secure the child’s regular 

attendance; and section 444(1A) where a parent knows that the child is failing to attend 
school regularly and fails to ensure the child does so. The section 444(1) offence may result in 

a fine of up to level 3 (£1,000) and the section 444(1A) offence 
my result in a fine of up to level 4 (£2,500), and/or a community order or imprisonment of up to 

3 months. 

 
• Parents who fail to secure the regular attendance of their child at a place where the local 

authority or governing body has arranged alternative provision (under sections 444 and 

444ZA). This may result in a fine of up to level 3 (£1,000), or if the parent is found to have known 
the child was not attending regularly and failed to ensure that they did so, a fine of up to level 

4 (£2,500), and/or a community order or 

imprisonment of up to 3 months. 
 

• Parents who persistently fail to comply with directions under an Education Supervision Order 

(under Schedule 3 to the Children Act 1989) or breach a Parenting Order or directions under 
the order (under section 375 of the Sentencing Act 2020). These may result in a fine of up to 

level 3 (£1,000). 

 
• In deciding whether or not to prosecute, the Local authority should take into account the 

level of engagement from parents, including response to warnings and whether a 

safeguarding plan (Child in Need or Child Protection Plan) is appropriate. 
 

• The 1996 Act also sets out the circumstances in which a pupil has not failed to attend school 

regularly and therefore the parent has not committed an offence under section 444(1) or (1A) 
of the Act (the statutory defences).  

 

These are: 
 

- The parent proves the pupil was prevented from attending by their ill health or any 

unavoidable cause, including exclusion. 

- The pupil has been granted leave of absence by the school or, in the case of 
alternative provision, by a person authorised to do so. 

- The absence was on a day set aside for religious observance by the religious body to 

which the pupil’s parent(s) belong. 

- The parent proves the local authority were under a duty to provide transport to the 

school and have failed to do so. 

- If the child has no fixed abode and the parent can prove that their trade / business 
requires them to travel, and the child has attended school as regularly as the nature of 

the trade or business permits, and (if the child is 6 or over) the child has attended school 

for at least 200 sessions during the preceding 12 months up to and including the date 
on which the proceedings were instituted. 
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Statutory defences are possible from other types of provision but not generally in a maintained 

school. The local authority must bring the case to court within 6 months of the alleged offence 
and provide the parent with a formal written notification, explaining the process and possible 

consequences. An application to the Magistrates Court will be made and the local authority 
will serve the summons to the parent. If the parent is found guilty a fine or a community order 

or parenting order may be issued. 

 

4. Parenting orders. 

 

These may be imposed by the Court following conviction for non-attendance alongside a fine 

and/ or community order. Parents do not need to agree prior to the order being made which 

specifies the responsible officer and require the parent to comply with the arrangements in 
the order. Non-compliance could lead to a fine of up to level 3, currently £1,000. 

 

5. Fixed penalty notices. 

 

These are served on parents as an alternative to prosecution, where they have failed to ensure 

their child of compulsory school age attends school regularly and the absence is not 
authorised and constitutes an offence. 

 

They can be issued to each parent liable for the attendance offence. They are intended to 
prevent the need for court action and are intended to change parental behaviour. 

 
Fixed penalty notices must be issued in line with the Education (Penalty Notices) (England) 

Regulations 2007 and can only be issued by a headteacher or someone authorised by them 

(a deputy or assistant head), a local authority officer or the police.  
 

All schools and the police must send copies of fixed penalty notices issued to the local 

authority. 
 

Fixed penalty notices may also be issued where parents allow their child to be present in a 

public place during school hours without reasonable justification during the first 5 days of a 
fixed period or permanent exclusion. 

 

The parents must have been notified by the school at the time of the exclusion the days that 
the child must not be present in a public place. 

 

Conditions when a Penalty Notice will be issued by Kent County Council (KCC) 

 

A Penalty Notice will only be issued by KCC where: 
- The school is state funded (independent schools cannot request Penalty Notices). 

- The headteacher has authorised the request. 

- The pupil has a minimum of 10 school sessions of unauthorised absence in a rolling 10 
school week period (this is the national threshold). 

- The pupil is compulsory school age and a minimum of 10 sessions of absence are 

recorded as unauthorised when the pupil was compulsory school age. 
- In cases of unauthorised absence, the school has sent a notice to improve and 

included all the information set out in paragraph 188 of the working together to 

improve school attendance guidance, August 2024. 
- In circumstances where a 20 school day notice to improve period was set, the whole 

period has concluded and unauthorised absences have been recorded. 

- In line with the escalation process, there have not been two previous Penalty 
Notices issued already at the school or other schools in England within three school 

years of the issue of the first Penalty Notice. (For the purpose of the escalation 

process, previous Penalty Notices include those not paid (including where 
prosecution was taken forward and the parent pleaded or was found guilty) but not 

those which were withdrawn. 

- The school is confident there are no safeguarding concerns about the pupil (for 
example, the pupil has been continuously absent and they have not been seen by a 

professional or there is uncertainty about their whereabouts). 

https://www.legislation.gov.uk/ukpga/1996/56/schedule/40/crossheading/compulsory-school-age-general/enacted
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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- The pupil’s attendance is lower than the expected target in the school’s attendance 

policy. The policy must explain the national framework for Penalty Notices. 
- The pupil is expected to attend on a full time basis during the 10 school week period 

and any subsequent notice to improve period where applicable. 
- In the event the pupil is actively known to Early Help or Children’s Social Care, there is 

written confirmation the family practitioner has no concern that a Penalty Notice will 

cause a conflict of interest in any work they are undertaking to improve attendance. 
- The pupil is not in the care of KCC or another local authority. 

- The school should only request a Penalty Notice (not including cases where support is 

not appropriate such as a holiday in term time) if: 
- All available support has been provided and been unsuccessful or not engaged with. 

- It is believed to be the best available tool to improve attendance and change 

parental behaviour, and one of the other legal interventions (i.e. a request 
for attendance legal intervention through the Digital Front Door) would not be more 

appropriate. 

- Any obligations under the Equality Act 2010 (such as where a pupil has a disability) 
have been fully considered and met first. 

 

Penalty Notice Code of Conduct 

 

All Penalty Notices must be issued in line with The Education (Penalty Notices) (England) 
(Amendment) Regulations 2024 and Kent County Council’s Education Penalty Notice code 

of conduct (PDF, 184.8 KB) (19 August 2024). 

 
Further details underpinning this policy can be found in the guidance – Working Together to 

Improve School Attendance 

 
Additional information from Kent County Council can be found by following the link to the 

Kent PRU and Attendance Service (KPAS)  

https://www.kelsi.org.uk/pru-inclusion-and-attendance-service-pias/access-to-the-service
https://www.legislation.gov.uk/ukpga/2010/15/contents
https://www.legislation.gov.uk/uksi/2024/210
https://www.legislation.gov.uk/uksi/2024/210
https://www.kelsi.org.uk/__data/assets/pdf_file/0017/62126/KCC-Penalty-Notice-Code-of-Conduct.pdf
https://www.kelsi.org.uk/__data/assets/pdf_file/0017/62126/KCC-Penalty-Notice-Code-of-Conduct.pdf
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/kent-PRU-and-attendance-service-KPAS
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