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1 Aim of this policy 

To support excellent levels of attendance for all primary pupils and secondary students, 

who will all be referred to throughout this policy as students, to enable fulfilment of their 
potential at all Insignis Academy Trust schools, which are: 

• Ashmead Combined School (ACS) 

• Princes Risborough School (PRS) 

• Sir Henry Floyd Grammar School (SHFGS) 

• Sir William Ramsay School (SWRS) 

• The Kingsbrook School (TKS) 

• The Mandeville School (TMS) 

This policy will also apply to any schools that join IAT during the 2026-27 Academic Year. 
The policy will be updated after their conversion date and training will take place at the 
new school to support the use of the policy.   

This policy has been prepared with regard to our statutory duties relating to attendance, 

including those set out in the Department for Education’s statutory guidance entitled 
Working together to improve school attendance (July 2026), which is referred to in 

this policy as the “DfE Attendance Guidance”.  

2 Key principles 

• First and foremost, all staff in IAT schools recognise the importance of relationships in 

supporting a sense of belonging, and the significance of this in driving a culture that 
enables all students to fulfil their academic and personal potential. 

• High levels of attendance and punctuality are recognised and rewarded. 

• It is the responsibility of all staff, to support the IAT strategies to improve attendance 

and punctuality in all IAT schools.  

• Where attendance or punctuality fall short of expectation and suggest that a student 
may not reach their potential, staff will intervene and endeavour to offer early 
intervention to mitigate the risk of escalation. 

• IAT schools recognise that some students find it harder than others to attend school; 
in such cases, we will work with students, parents and other local partners to reduce 
the barriers to attendance. 

• Where attendance or punctuality fall short of expected standards, and intervention 

has not resulted in the necessary improvement, steps will be taken to address this 
and sanctions may be applied in accordance with this policy and associated policies 

such as the behaviour policy.  

• Subject to the terms of this policy, any day-to-day attendance issues that parents or 
students have should be discussed with the specific IAT school’s Attendance Officer in 

the first instance. Where more detailed support around attendance is required, 
parents and students should contact the relevant year groups’ Raising Achievement 
Officer (RAO), who will bring the matter to the attention of the relevant Head of Year. 

Some parents may already be working with their school’s Outreach Officer or 

https://assets.publishing.service.gov.uk/media/6a4f9ec6a6586e258d371bd0/Working_together_to_improve_school_attendance_2026.pdf
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Attendance Mentor team, who they will also be able to contact in relation to ongoing 
matters or actions that are in place.  

3 Roles and responsibilities 

3.1 IAT and its schools  

IAT and its schools will: 

• develop and maintain a whole Trust culture that promotes a sense of belonging and 
the benefit of high attendance. This is outlined in the IAT Attendance Strategy 2024-

26 

• work with students and their families to build strong relationships and support high 
levels of attendance and punctuality through a shared understanding of barriers 

faced.  

• investigate unexplained or unjustified absence (including external and internal 
truancy), applying sanctions where appropriate  

• take into account individual needs when implementing this policy, including having 

regard to our obligations under the Equality Act 2010 and the UN Convention on the 
Rights of the Child 

• share information, including returns information required to be shared in accordance 

with regulations and the DfE Attendance Guidance, and work collaboratively with the 
local authority, other schools in the area and other partners including, where 
required, making appropriate referrals in accordance with local procedures, legislation 

and guidance  

• regularly monitor, review and analyse attendance and absence data including to 
identify students or cohorts that require attendance support and to set targets for the 

future 

• ensure that all students can access full-time education, putting strategies in place 
where there is evidence to suggest that this is not the case 

• ensure that the IAT Board of Trustees (and by extension as a committee, the schools 

Local Governing Body), the IAT Executive Team and each of our school’s leadership 
teams work together to monitor attendance levels and the effectiveness of this policy  

• ensure that all legislation and guidance are complied with and reflected in our policies 

and procedures, including the DfE Attendance Guidance 

• have in place appropriate safeguarding responses for children who are at risk of 
missing education, having regard to the statutory guidance Keeping Children Safe in 
Education. Please refer to each IAT school’s Child Protection policy 

• provide information requested by the Secretary of State, including weekly absence 

data collected by the Department for Education 

• regularly inform parents about their child’s attendance and absence levels 

• support students who are returning to education following long term absence 

• ensure that effective systems to record and report attendance data are in place, 
including accurate completion of admission and attendance registers using an 
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electronic management information system  

• assign overall responsibility for championing and improving attendance at each school 
to a designated senior leader, known as the Senior Attendance Champion.  

• IAT and its schools will observe and fulfil the responsibilities set out in guidance 

issued by the Department for Education Summary table of responsibilities for 
school attendance (applies from 19 August 2024) to the extent not covered 

above or elsewhere in this policy. 

3.2 Parents and carers 

We expect parents and carers to: 

• share with the school any barriers affecting their child’s attendance in order that we 
can work together to address them 

• ensure that their child arrives at the school on time, in the correct uniform and with 
the necessary equipment 

• promote the importance of regular attendance at home, ensuring their child attends 
every day the school is open except when a statutory reason applies. 

• follow the correct procedure for reporting the absence of their child from their school 
(see section 6.3 below) 

• avoid unnecessary absences, booking any medical appointments around the school 
day where possible. 

• keep their school informed of any circumstances which may affect their child’s 
attendance 

• not take their child out of education for holidays during term time (see section 6.5 

below) 

• inform their school in advance of any proposed change of address or emergency 
contact details for their child(ren), along with the name of the parent with whom the 

child shall live 

• observe and fulfil their responsibilities set out in the guidance issued by the 
Department for Education: Summary table of responsibilities for school 

attendance (applies from 19 August 2024). 

3.3 Students 

In order to reach their full potential at school, we expect students to: 

• attend their school regularly and on time  

• be punctual to all lessons 

• to attend all of their timetabled lessons and with the necessary equipment 

• follow the correct procedure if they arrive at their school late (see sections 4 and 5 
below).  

We encourage students to be open with the pastoral team about any barriers, concerns or 

worries that are affecting their well-being or attendance at school in order that we can 
best support them. 

https://assets.publishing.service.gov.uk/media/66bf301e253aee7aafdbdfea/Summary_table_of_responsibilities_for_school_attendance_-_August_2024.pdf
https://assets.publishing.service.gov.uk/media/66bf301e253aee7aafdbdfea/Summary_table_of_responsibilities_for_school_attendance_-_August_2024.pdf
https://assets.publishing.service.gov.uk/media/66bf301e253aee7aafdbdfea/Summary_table_of_responsibilities_for_school_attendance_-_August_2024.pdf
https://assets.publishing.service.gov.uk/media/66bf301e253aee7aafdbdfea/Summary_table_of_responsibilities_for_school_attendance_-_August_2024.pdf


IAT Attendance Policy 2026-27 
Updated: September 2026 

Page 8 of 23 
   

3.4 School Attendance Champion 

The School Attendance Champion (SAC) at the IAT schools are all Deputy or Assistant 

Headteachers and are named on each school’s website. 

The SAC has overall responsibility for championing and improving attendance at the 
school and will: 

• implement the IAT vision for improving and maintaining good attendance at all of our 

schools 

• establish and maintain effective systems for tackling absence and ensure that these 
are followed by all staff. This will include the management of the work of the 

Attendance Officer, the Outreach Officers and the school’s Attendance Mentors  

• evaluate and monitor attendance expectations and processes 

• have a strong grasp of absence data to focus the collective efforts of their school  

• ensure that key attendance messages are communicated to parents and students 

• work with Trust colleagues and with external partners to agree additional targeted 
support for students at risk of being persistently or severely absent. 

• provide data and reports to support the work of the IAT Board of Trustees and by 

default every school Local Governing Body (see below) in association with the IAT 
School Improvement Lead and the IAT Data Lead. 

3.5 The Board of Trustees 

The IAT Board of Trustees will: 

• take an active role in attendance improvement, recognise the importance of school 

attendance and promote it across IAT within IAT’s ethos and policies 

• ensure the IAT Executive Leaders and School Leaders fulfil expectations and statutory 
duties 

• regularly review attendance data, as part of the work of the IAT Standards Committee 

and LGB meetings, discuss and challenge trends and help the IAT Executive Leaders 
focus improvement efforts on the individual schools or cohorts who need it most 

• ensure IAT staff receive adequate training on attendance, including dedicated training 
for staff with specific attendance responsibilities and any additional training that 

would help support students or cohorts overcome common barriers to attendance 

• will ensure the Executive Team share effective practice on attendance management 
and improvement across IAT 

• work with other trusts, academies, and local authorities to promote effective 

attendance management practice and help to develop a consistent sector-wide 
understanding of best practice 

• will ensure that IAT Executive Headteachers hold termly attendance review meetings 

with each IAT school 

• require the IAT Executive Team to report to the trustees on each school’s attendance 
as part of the termly IAT Standards Committee 

• have a dedicated attendance lead who will drive improvement across IAT, assess and 
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evaluate variation of practice, act as a central point for schools with attendance 
queries and provide more intensive support to individual schools when required. For 

2026-27, the named Attendance Lead is Marcus Pickover, Executive Headteacher. 

The Local Governing Body (LGB) of an IAT school is a committee that reports to the Trust 
Board. Each LGB has a dedicated link Governor who works with the school lead to 

improve attendance. 

4 Registration  

The school maintains an attendance register and uses this to record each student’s 
attendance at the start of the school day and again in the afternoon. 

IAT School Registration session Start time End time 

ACS  

Morning  8:45 9:15 

Afternoon  EYFS & Key Stage 1: 1pm  

Key Stage 2:  2pm  

PRS 

Morning 8.45 9.15 

Afternoon 13.15 14.15 

SHFGS 

Morning 8.45 9.15 

Afternoon 13.20 14.20 

SWRS 

Morning 8.45 9.15 

Afternoon 13.15 14.15 

TKS 

Morning 8.45 9.15 

Afternoon 13.15 14.15 

TMS 

Morning 8.45 9.15 

Afternoon 13.15 14.15 

 

Students who arrive after the start of a registration session but before the end of the 

registration session will be marked as late. Where students arrive after the end of a 
registration session, the process set out at section 5 applies. 

The register is marked using the national statutory attendance and absence codes which 

can be found in the DfE Attendance Guidance.  

Where a student attends a registration session but does not attend subsequent lessons, 
we will treat this as a truancy (internal) and a non-attendance matter in accordance with 
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the behaviour policy and engage parents where necessary.  

5 Late arrival 

If a student arrives at an IAT school after the relevant registration period has ended but 

within the relevant session, they must immediately go to the nominated school office to 
sign in and provide a reason for the lateness to enable the school to establish the 

appropriate attendance or absence code. In the absence of a satisfactory explanation, the 
register will be marked as unauthorised absence.  

The nominated offices for students to register as late are:  

IAT School Registration session Nominated school office 

ACS Morning  Reception  

PRS Morning Reception 

SHFGS Morning Raising Achievement Office  

SWRS Morning Reception 

TKS Morning Reception 

TMS Morning Reception 

 

Persistent lateness will be treated as a disciplinary matter and will be dealt with in line 
with the IAT Behaviour Policy. 

6 Reasons for absence and how to report or request 
authorisation 

6.1 Authorised absence 

Absence will only be authorised where the school has given approval in advance for a 
student to not be in attendance or has accepted an explanation offered afterwards as 

justification for the absence. Only the school can authorise absence.  

6.2 Unauthorised absence  

Absence will be marked as unauthorised where the school is not satisfied with the reasons 

given for the absence. Students who arrive to school after registration has closed must be 
coded as absent for the morning session of that day.  

6.3 Reporting absence from the school 

Where a student is to be absent from an IAT school without prior permission, the 

parent/carer should inform their school’s Attendance Officer on the morning of the day of 
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the first absence and let the school know when they expect the student to return. If the 
return date is not confirmed on the first day of absence, parents/carers must contact their 

school on each day of absence.  

To report an absence, parents can contact the school either via the Arbor App or via the 
contact details set out below. If a parent does not call, or if the school are concerned, the 

school’s Attendance Officer will make a first day absence call before 11am and follow up 
calls on subsequent days after that time. If a parent repeatedly fails to contact in relation 
to an absence, they may be referred to the school’s pastoral team and Outreach Officer. 

At IAT schools the Attendance officers and their contact details are: 

IAT school Attendance Officer Attendance contact details 

ACS  Mrs Geraldine Whitlam attendance@ashmeadschool.org.uk 

01296 484434 

PRS Mrs Alpa Boll studentabsence@prsbucks.com 

01844 345496 

SHFGS Mrs Babette Dockery absence@sirhenryfloyd.co.uk 

01296 424781 

SWRS Mrs Katie Parker attendance@swr.school 

01494 815211 

TKS Mrs Bronwen Brown absence@kingsbrook.org.uk 

01296 761401 

TMS Mrs Caroline Hicks attendance@mandeville.school 

01844 341440 

 

On the day of return to the school, parents must also provide written confirmation of the 

reason(s) for the full period of absence. Again, this can be done via the Arbor App, by 
email to the address given above, or on paper to the form tutor. 

Any unexplained absence will be followed up by the student’s school on the first day of 

absence.   

In cases where a student’s school needs clarification to accurately record the absence in 
the attendance register, the parents/carers may be asked to provide their school with 

medical evidence, for example, an appointment confirmation, prescription or records of a 
previous consultation (Annex A). In a small number of cases, parental meetings and/or a 
note from the student's doctor may be requested to better understand their medical 

needs in order that they can best be supported in school.  It is important to note that GP 
Practices may charge for a letter to be written for this purpose, they may also state that 

this is not a mandatory request. However, the new DfE statutory guidelines requires 
schools to seek qualified evidence of the reason for an absence. The burden on evidence 

mailto:attendance@ashmeadschool.org.uk
mailto:studentabsence@prsbucks.com
mailto:absence@sirhenryfloyd.co.uk
mailto:attendance@swr.school
mailto:absence@kingsbrook.org.uk
mailto:attendance@mandeville.school
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for a school is greater when a student has many absences. If satisfactory evidence is not 
provided, the absence may be marked as unauthorised. 

6.4 Appointments 

Medical, dental and other essential appointments for a student should take place outside 

of school hours where this is reasonably possible. If this is not possible, students should 
attend school until the time of their appointment and return to school after the 
appointment. Their school’s Attendance Officer will support parents with how to manage 

this medical appointment absence. It is therefore important for parents to contact the 
school’s Attendance Officer in advance of the appointment for advice on the management 

of appropriate timings of the school day.   

6.5 Leave of absence (including holidays during term time) 

IAT schools may grant permission for a student to be absent from school in the 
circumstances described in paragraph 36 of the DfE Attendance Guidance which can be 
summarised as follows: 

• taking part in a regulated performance or employment abroad 

• attendance at an interview for entry into another educational setting or future 
employment (including University visits where there isn’t an alternative weekend 
Open Day) 

• study leave for public examinations 

• temporary, time-limited part-time timetable  

• other exceptional circumstances (including compassionate leave due to the death of a 
close family member). 

In line with Government guidance, IAT schools do not consider a need or desire for a 
holiday or other absence for the purpose of leisure and recreation to be an exceptional 

circumstance. Schools are also not permitted to authorise absences for visiting family 
abroad or attending weddings or funerals abroad for an extended period. As schools we 

are also not permitted to authorise absence related to attending a pilgrimage either in the 
UK or abroad. To request a leave of absence (in line with the areas listed at the beginning 
of this section 6.5), parents/carers must make the request in advance and in writing 

addressed to the Attendance Officer wherever possible, at least 4 school weeks ahead of 
the planned leave. The Attendance Officer will inform the Head of School/Headteacher. 

This ensures a single point of contact for all attendance matters. 

Where a leave of absence is requested as above, the Head of School/Headteacher will 
consider the specific facts and circumstances relating to the request. The decision:  

• will be confirmed in writing 

• is solely at the Head of School’s/Headteacher’s discretion and 

• is final.  

Where permission is granted, the Head of School/Headteacher will confirm the number of 

days and dates of absence which are authorised.  

If permission is not granted and the parents/carers proceed to take their child out of 
school, the absence will be marked as unauthorised and parents may be issued with a 
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penalty notice or be subject to prosecution by the local authority (see section 7 below).  

6.6 Religious observance 

We recognise that students of certain faiths may need to participate in days of religious 
observance. Where a single day of religious observance: 

• falls during school time and  

• has been exclusively set apart for religious observance by the religious body to which 

the student belongs,  

the absence from the IAT school will be authorised.  

We ask that parents/carers notify the school by writing to the school’s Attendance Officer 
in advance where absence is required due to religious observance. In line with guidance, 

IAT Schools will only authorise a single day for each act of religious observance. 

7 Addressing poor attendance and punctuality 

IAT and its schools will use data to target attendance improvement efforts to the students 

or groups of students who need it most. In doing so, the school, led by the SAC, will: 

• monitor and analyse weekly attendance patterns, proactively using data to identify 
students approaching persistent absence (94.9% to 90.0% attendance), persistent 
absence (89.9% to 50.1% absence) and severely absent (50% and below)  

• provide regular attendance reports to Heads of Year, Form Tutors, Outreach Officers 
and relevant leaders 

• identify students who need support from wider partners as soon as possible and 
deliver this support in a targeted manner. This includes internal support from 

Outreach Officers and wider pastoral team. 

• conduct thorough analysis of half-termly, termly and full year data to identify patterns 
and trends 

• IAT will benchmark all of their schools’ attendance data at each level against local, 

regional and national levels (using the DfE’s Analysing School Absence Data)  

• monitor the impact of IAT and its schools’ strategies and actions to improve 
attendance of particular students and particular groups 

• where appropriate, and in particular for students with recognised SEND or long term 

physical or mental health conditions, work with the local authority and other local 
partners to best support their attendance at school  

• hold regular meetings with the parents or carers of students who their school and/or 

local authority consider to be disadvantaged or vulnerable 

Where absence or punctuality is a cause for concern, for example because there is: 

• a pattern of unauthorised absence 

• a question over the reasons provided for a particular absence or late arrival 

• persistent truancy or lateness  

we will make contact with the parents/carers with a view to working together to support 
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improved attendance and/or punctuality. This may involve working with the school’s 
Outreach Officer and wider pastoral team.  

In cases where an IAT school has been unable to establish a clear reason for absence 

and/or has welfare concerns about the student, a home welfare check may be carried out 
by their school’s Attendance team.   

Failure to attend or arrive at lessons on time may also be dealt with as a disciplinary 

matter in accordance with the behaviour policy.  

Absence will be classed as persistent where it falls below 90% across the academic year. 
This includes absences due to late arrival after registration has closed.  Absence at this 
level is very likely to hinder educational prospects and we expect full parental cooperation 

and support to urgently address these cases. Intervention steps may include 
implementation of an attendance action plan, referral to other agencies and/or seeking to 

put in place an attendance contract.  

Where out of school barriers to attendance are identified, a student’s school will signpost 
and support access to any additional services, including the use of their school’s Outreach 

Officer and wider pastoral team. 

Where parents/carers have failed to ensure that their child of compulsory school age is 
regularly attending their school and wider support in accordance with this policy is not 
appropriate or effective, we may initiate the process for a penalty notice to be issued by 

the LA. A penalty notice is a financial penalty (£80 if paid within 21 days, £160 if paid 
within 28 days) imposed on parents which is intended to change behaviour without the 

need for criminal prosecution.  

When considering whether to issue a penalty notice, we will have regard to:  

• the National Framework for penalty notices as set out in paragraphs 179 – 205 of the 
DfE Attendance Guidance; and 

• the local authority’s Code of Conduct for issuing penalty notices.  

In the event that a penalty notice is issued but is not paid within 28 days, the local 

authority will decide whether to proceed to prosecution. The local authority also has 
separate powers to prosecute parents if their child of compulsory school age fails to 

attend school regularly.  

8 DfE Communications Toolkit to be used by IAT schools 

Letter and email templates will be available as the IAT Attendance Toolkit and will be 

used by all IAT schools for general communication to parents/carers in relation to 
attendance. The school will need to use bespoke communication tools and an Attendance 
Action Plan if attendance continues to fail to meet the expected level.  
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Annex A  

This Annex contains information from the DfE on how schools and families can work 
together to improve school attendance. 

1. Working together to improve school attendance 

Being in school and having the best attendance possible underpins all the many benefits 

of school for your child, such as their learning, wellbeing and wider development. 

For some children, attending school every day will be harder than for others. This is why 

schools, and local councils in some cases, are committed to working together with 

families to solve problems and support your child’s school attendance. This guide covers 

two areas: 

• Parents’ responsibilities1 for school attendance and what you need to do when your 

child needs to be absent. 

• How schools and local authorities will work with you to support your child’s 
attendance. 

a. Parents’ responsibilities 

What are my responsibilities for my child’s attendance? 

As a parent, you are legally responsible for making sure your child gets a suitable fulltime 

education, usually from the age of 5 to 16. 

For most parents, this will mean making sure your child is in school every day except 

when: 

• Your child is too ill to go to school. 

• You have permission for a leave of absence from your child’s school for them not to 
attend. You should only ask for this in exceptional circumstances. Generally, a holiday 

would not be classed as an exceptional circumstance. 

• Your religious body has a day especially for religious observance. 

There are also some other circumstances. For example, where: 

• Your local council is responsible for arranging your child’s transport to school and it is 
not available on that day or has not been provided yet. 

• Your child does not have a permanent address and you are required to travel for 
work. (This exception only applies if your child attends their usual school or another 
school where you are staying as often as possible. This must be 200 half days or 
more a year if they are aged 6 or older.) 

 
1 The meaning of ‘parent’ in relation to a child includes any person who is not a parent but who has parental 

responsibility for the child or who has care of the child, as set out in section 576 of the Education Act 1996. 

 

https://assets.childrenscommissioner.gov.uk/wpuploads/2024/07/aaa-guide-for-parents-on-school-attendance-19th-Aug-version.pdf
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Whilst some absence is unavoidable, it is important that your child is in school every day 

they can be for their learning, wellbeing and development. 

b. If my child needs to be absent from school, what do I need to do? 

You should contact their school as early as possible on the first day of absence to explain 

why. If you do not, your child’s school will contact you on the first morning of their 

absence to find out why your child is not in school. 

All parents can request a ‘leave of absence’ for their child which gives them permission to 

be absent from school. Your child’s school has the final say over whether to approve the 

request and for how long your child can be absent. Generally, a leave of absence would 

not be allowed for a holiday. 

c. My child has a short term illness. Do they have to go to school, and will I be 
penalised if they don’t? 

If your child is ill, read the NHS’s ‘Is my child too ill for school?’ advice to help you decide 

whether they can go to school. 

If they are too ill to attend, you are not breaking the law and will not be penalised. You 

should let the school know as soon as possible on the first day of absence and schools 

must record such absences as authorised. If the absence due to illness is ongoing or 

frequent you should speak to your child’s school to see what support can be put in place. 

See point 3 re long term illness. 

d. Do I need to provide medical evidence to support my child’s illness related 
absence? 

If your child is too ill to attend school, schools must record these absences as authorised. 

In the majority of cases medical evidence is not needed, but schools may ask you for 

evidence where: 

• Your child is regularly absent because of illness, to assess how they can help your 
child by putting the right support in place. 

• In a small number of cases where they have reason to believe your child was not too 
ill to attend and a conversation cannot resolve the issue. 

If you are asked to provide evidence this does not need to be a letter from your doctor or 

consultant, and doctors will not usually provide such letters. It can, instead, be 

appointment cards, prescriptions, or notes of previous consultations (including from the 

NHS App). 

A lack of written evidence must not prevent the right support being put in place or the 

absence being authorised if you can demonstrate your child was, or is, unable to attend, 

or is awaiting treatment. If you are asked for evidence you cannot provide, a 

conversation with the school can help to resolve the issue. 

https://www.nhs.uk/live-well/is-my-child-too-ill-for-school/
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e. What should I do if my child needs a dental or medical appointment in school 
time? 

To avoid disruption to your child’s learning, medical and dental appointments should not 

be booked during the school day whenever reasonably possible. When they are, you 

should ask the school in advance for a leave of absence and collect them as close to the 

time of the appointment as possible and return them to school for the rest of the school 

day afterwards. 

2. Accessing support to help my child attend school 

a. My child is struggling to attend because of an issue in school. Who can help 
us? 

The first step is to talk to your child’s school about why your child is missing school, and 

what help the school can give. You should still do everything you can to help your child 

attend as much as possible whilst waiting for help and support to be put into place. 

Information on who you can contact in school for help can be found in this policy or via 

the schools website; visit the Parents section and then Attendance. IAT, our schools and 

Buckinghamshire Council are expected to follow the expectations set out in the guidance 

document ‘Working together to improve school attendance’. 

If your child is struggling to attend because of something that is happening at school, 

their school is expected to work with you (and your child if they are old enough) to 

overcome the issues. You should agree to a set of joint actions with the school that you 

have all developed together to support your child. This will often include a commitment to 

support you and your child by working together or help you to access support services, in 

exchange for an agreement from you (and your child if they are old enough to 

understand) to take part in the support offered. The school will also arrange times for you 

to come together to review these actions and your child’s progress. 

Depending on the reasons for your child’s absence, this may take the form of an action 

plan, an early help plan, or an attendance contract. 

b. My child is struggling to attend because of an issue at home or getting to 
school. Who can help us? 

Again, talking to the school should be your first step. It is expected to help you access the 

support you need, such as from a school nurse or local housing or transport team. 

Buckinghamshire Council is expected to work with the school and provide access to the 

support you need if the issues you or your child are facing are beyond the remit of the 

school. If there are lots of reasons for your child’s absence, local services are expected to 

work together to support you and your child. They are expected to provide you with a 

single action plan and lead worker to help and support you. In most cases this will be a 

member of school staff, but it might be a member of local council or local healthcare staff. 

In exchange, you are expected to agree and take part in accessing the support once it 

has been put in place. It is advisable to regularly meet with your child’s school to review 

what is and isn’t working, involving your child if possible. While waiting for help, you 

should still do everything you can to help your child attend as much as possible. 



IAT Attendance Policy 2026-27 
Updated: September 2026 

Page 18 of 23 
   

3. Accessing support for my child with long term illness or special 

educational needs and disabilities 

a. My child has a long term illness, special educational needs or a disability that is 
impacting their attendance. What help is available? 

If your child is regularly absent from school because of illness (regardless of whether it is 

mental or physical) or special educational needs or a disability, they have the same right 

to a suitable full-time education as any other child. You should work with your child’s 

school to discuss the reasons and make sure the right support is in place. All schools are 

expected to provide support in these cases. 

Schools are expected to: 

• Work with you to consider adjustments to practice and policies to help your child 
attend, as well as a duty to make formal reasonable adjustments where your child 

has a disability. These could include adjustments to uniform, transport, routines, 
access to support or lunchtime arrangements. 

• Ensure your child receives the right pastoral care and in certain cases consider a 
time-limited phased return to school where appropriate, for example for those who 
have anxiety about school attendance. 

• Work jointly with other services, including your local council and health services. 

• For students with a long-term medical condition – either physical or mental – schools 
are also expected to make attendance support a key feature of any individual 
healthcare plan. More information can be found in your child’s school’s policy on 

supporting students with medical conditions. 

For students with Education, Health and Care plans schools must help ensure that the 

support set out in the plan is delivered. 

To make this work, it is important that you are open and work with your child’s school by 

sharing information. This will help ensure the right support is put in place to ensure your 

child’s needs are met. 

In most cases this will be sufficient, but no child should be out of school due to illness 

without appropriate education for more than 15 school days over a school year. Where 

additional support is needed, your local council is responsible for arranging alternative 

suitable fulltime (or close to) education for your child, as far as health needs allow. 

If your child has an Education, Health and Care plan, we expect the school to inform the 

local council who is responsible for your child’s plan if attendance falls. This is to ensure 

that they are aware of the situation and to seek their support for your child where 

necessary. 

b. Where can I get help if my child is too anxious to go to school? 

Attending school usually helps to protect your child’s mental health, for a range of 

reasons including giving them a chance to be with friends and to benefit from learning. 

However, some children can be anxious or worried about going to school, particularly 

around the start of the new year or joining a new school or class. It's normal for children 

to feel a little anxious sometimes. 
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Avoiding school can make a child's anxiety about going to school worse. It's good to talk 

about any worries they may have such as, friendship problems, school work, bullying or 

sensory problems. 

If their anxiety continues and risks becoming an attendance issue, you should speak to 

your child's school together with your child about why they are anxious and what can be 

done to help them. 

If your child is still struggling and it's affecting their everyday life, it might be good to talk 

to your GP or school nurse. You can also find some useful advice from the NHS on anxiety 

in children and at Young Minds. These sites will help you work through likely reasons 

together with your child, what to do and how to make sure that you get the right support 

if there are more serious issues. 

4. Getting help when support hasn’t been provided, or hasn’t worked 

a. Support isn’t working because my child’s current school place is not suitable 
for their needs. What can I do? 

Your first step is to discuss it with your child’s school to see if extra support can be given.  

If you are still having problems, you can apply for a place at a different school or schools.  

Your local council will be able to provide details on how to apply. 

It is important that you don’t take your child out of their current school in the meantime 

– your application for another school may not be successful, for example, if it is full for 

that particular year group. 

If your child has an Education, Health and Care plan then it is helpful to discuss the best 

way forward with both your school’s SENDCo or your local council’s SEND team. 

b. What action can you take if your child’s current school place is not suitable for 
their needs? 

If you have applied for a place at a school and it does not offer your child a place, you 

have the right to appeal this decision. See Advice for parents and guardians on school 

admission appeals – GOV.UK (www.gov.uk). 

c. Mainstream education isn’t working for my child. Can I get help with an 
alternative provision? 

Your first step is to discuss with your child’s school to see if extra support can be given. 

If you are still having problems you should discuss them with your local council. In many 

cases additional support can be provided to help a child remain in mainstream school. In 

a small number of cases where a child would not receive a suitable, full-time education 

without alternative provision, Buckinghamshire Council is responsible for putting that in 

place. 

d. Where can I find help if my child’s school or the local council have not delivered 
what they are expected to? 

Your first step is to discuss it with school. Most issues can be resolved this way. 
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You can also contact your local council’s school attendance support team. You should be 

able to find their contact details on the council’s website or through your child’s school. 

Your local Special Educational Needs and Disabilities Information, Advice and Support 

Service (SENDIASS) will also be able to offer advice and support. 

If these steps don’t succeed, you can make a formal complaint to the school or local 

council following their complaints procedure. All schools must have one and details can 

usually be found on the school website. 

If you believe that the school did not handle your complaint correctly there are different 

processes of how to complain depending on your child’s circumstances. If you do not 

believe your local council handled your complaint correctly you can make a complaint to 

the Local Government and Social Care Ombudsman (LGSCO) at www.lgo.org.uk once you 

have completed the council’s complaint process. 

e. Can my child’s school force me to remove my child from school and home 
educate? 

If your school has asked or is putting pressure on you to remove your child from school to 

home educate, this is known as off-rolling. 

Off-rolling is the practice of removing a student from the school roll without using a 

permanent exclusion, when the removal is primarily in the best interests of the school, 

rather than the best interests of the student. This includes pressuring a parent to remove 

their child from the school. While it may not always be unlawful, Ofsted and the 

Department for Education believe that off-rolling is never acceptable. 

Elective Home Education should always be a positive choice taken by parents without 

pressure from their school. 

If you believe your child has been removed from the school site and formal 

suspension/permanent exclusion procedures have not been followed, you should 

approach the Head of School/Headteacher in the first instance to discuss the matter. If 

you are not satisfied, you can take up the issue with the Trust. If you remain dissatisfied, 

you are able to write to the Department for Education.  

5. Formal and legal action where voluntary support hasn’t worked or 

isn’t taken up 

a. Will my local council take legal action against me? 

If your child is absent from school without permission or a valid reason, you are likely to 

be breaking the law. Where this happens, your child’s school or your local council will 

speak to you to understand the reasons. If your child hasn’t attended because they are 

struggling to, both your child’s school and your local council are expected to put the right 

support in place to help you. 

If you do not take part in that support, or it doesn’t work because more structured formal 

support is needed, then your child’s school or your local council may: 

• Invite you to agree to an attendance contract. This is a formal action plan that sets 
out what you will do to improve your child’s attendance and what your child’s school 
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and/or your local council will do to support this. 

• Apply to the family court for an education supervision order to ensure you and your 
child receive advice, assistance and direction to make sure they receive a suitable 
full-time education. 

If you do not make any efforts to improve your child’s attendance or it is clear you have 

knowingly allowed your child to be absent without good reason – for example, taking your 

child on holiday in school time without permission – your local council may prosecute you 

to protect your child’s right to a full-time education. Even during this process, you have 

the opportunity to accept and engage in voluntary support (such as an early help 

assessment) or formal support (such as an attendance contract or education supervision 

order) to prevent the case from going to court. If found guilty you may be given a 

parenting order, community order, a fine of up to £2,500 or in very exceptional 

circumstances a sentence of up to 3 months in prison. 

b. When can I be given a penalty notice (fine) if my child misses school? 

From the 2024-25 school year, there have been new national rules on how penalty 

notices for school absence are used. The new rules mean that all schools must consider 

giving a penalty notice to a parent when a child has missed 10 or more sessions (5 days) 

for unauthorised reasons within a rolling 10 school week period, and support to help your 

child be in school is not appropriate. If support would help improve attendance, that 

should be provided by the school or local council rather than a penalty notice. You cannot 

be given a penalty notice for absence that is authorised by the school (such as illness). 

A penalty notice will usually only be issued in cases of holidays taken in school time, or 

for other reasons where the school or council is trying to help attendance to improve and 

you are not engaging in that support or it is not working and they believe that a penalty 

notice would improve attendance. 

Your school or council can still decide to issue a penalty notice or proceed to prosecution 

for less amounts of absence than 10 sessions (5 days) if support is not appropriate and 

they think it would improve attendance. For example, if parents are often taking shorter 

holidays in school time to deliberately avoid a fine. 

c. When may I be given a ‘notice to improve’ instead of a penalty notice? 

In some cases, your school or local council may choose to give you a ‘notice to improve’ 

instead of a penalty notice once the national threshold of 10 sessions (5 days) of 

unauthorised absence is met. This is a formal written warning that, unless attendance 

significantly improves, you will be issued with a penalty notice. This is to give you another 

chance to work with the school to improve your child’s attendance. A ‘notice to improve’ 

will not be given if you take a holiday in term time without permission. 

d. How much could I be fined if my child misses school? How many penalty 
notices can I get? 

From the 2024-25 school year, the fine for school absence penalty notices across the 

country will be £80 if paid within 21 days, or £160 if paid within 28 days. If you do not 

pay the fine you may be prosecuted in court. 
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If a parent receives a second penalty notice for the same child within any three-year 

period, the charge will be a flat rate of £160; there will be no reduction if paid within 21 

days. Penalty notices for absence before the 2024-25 school year do not count. 

A parent cannot receive more than two penalty notices for the same child within any 

three-year period. This is because it is clear that previous penalty notices have not 

worked. Once this limit has been reached, another action like a parenting order or 

prosecution will be considered. Penalty notices for absence before the 2024-25 school 

year do not count in this limit. 

Glossary 

Attendance action plan – an informal agreement between you, your child if they are 

old enough to understand, their school and sometimes your local council about what 

actions supporting your child will take to improve their attendance. 

Community order – an order that can be made by a Court after you have been found 

guilty of knowingly failing to secure your child’s regular attendance rather than sending 

you to prison. This may include requirements for you to take part in certain activities or 

observe certain rules. 

Early help assessment – a voluntary assessment of what you and your family need 

help with to allow your child’s school and/or your local council to put the right support in 

place or help you access the right services. 

Education supervision order – an order that can be made by the Family Court to 

require a local council to advise, assist, and direct you and your child so that they receive 

suitable full-time education. This is not a criminal conviction, but persistently breaching 

the council’s directions can lead to prosecution. 

Leave of absence – permission given by your child’s school for them to be absent from 

school for a specified period of time. You should write to the head teacher and ask for a 

leave of absence before the time your child needs to be absent from school. They will only 

be agreed to in exceptional circumstances, and not generally for holidays. 

Attendance contract – a formal signed agreement between you, and your child’s 

school and/or your local council agreeing what actions you will take to improve your 

child’s attendance and what the school/council will do to support you in this. 

Parenting order – an order that can be made by a Court after you have been found 

guilty of failing to secure your child’s regular attendance. You will be required to take part 

in certain activities or observe certain rules. 

Regular attendance – attending school every day that the school is open in line with 

the school rules apart from in a small number of allowable circumstances. 

School attendance support team – the team in your local council who can help you 

with your child’s attendance. 

Special Educational Need or Disabilities (SEND) – A child has SEND if they have 

a learning difficulty or disability which means that they need extra or different help from 



IAT Attendance Policy 2026-27 
Updated: September 2026 

Page 23 of 23 
   

that given to others of the same age in mainstream schools. If the school has identified 

your child as having SEND, they will have discussed that with you. 


