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The Nest School: Pupil Attendance Policy
 
 
 
 
 
 
 
 Review Date: Annual, or sooner if statutory guidance changes
 Policy Owner: Head of School
 Senior Attendance Champion: Claire Baranowski
 Related Policies: Safeguarding & Child Protection, Behaviour, SEND, Mental Health, Exclusions, Children Missing Education

1. Policy Statement
The Nest School is committed to securing excellent attendance so that every pupil can benefit from a full, rich, and stable education. We recognise that attendance is not a standalone issue:
· It is a safeguarding concern,
· A reflection of pupils’ wellbeing and inclusion,
· A driver for personal development, academic outcomes and preparation for adulthood.
We work in partnership with pupils, parents, carers, and professionals to remove barriers to attendance using a support-first, relationship‑based approach, consistent with the DfE’s Working Together to Improve School Attendance (2024) and Ofsted’s 2025 inspection expectations.

2. Legal and Regulatory Framework
This policy is based on and complies with:
· Education Act 1996
· Education Act 2002
· Education and Inspections Act 2006
· Education (Pupil Registration) (England) Regulations 2006 and 2024 amendments
· Independent School Standards (ISS) Part 1, Part 3 & Part 6
· Working Together to Improve School Attendance (DfE, statutory, 2024)
· Children Missing Education Guidance
· Keeping Children Safe in Education 2025
· Equality Act 2010
· Mental health and attendance guidance for schools
The school has a statutory duty to maintain an accurate admissions register and attendance register, record attendance twice daily, and share required attendance data with the Local Authority and the DfE.

3. Aims
Our attendance policy aims to:
3.1 Promote good attendance through:
· A culture where pupils feel safe, wanted, and able to learn
· Consistent routines and high expectations
· Early identification of emerging patterns
· Evidence‑based support and strong relationships with families
3.2 Ensure compliance by:
· Meeting all statutory requirements
· Maintaining accurate registers
· Ensuring safeguarding practice aligns with attendance concerns
3.3 Reduce absence, including persistent (10%+) and severe (50%+) absence, by:
· Removing barriers
· Providing support before sanctions
· Working effectively with external partners

4. Roles and Responsibilities
4.1 Proprietor / Governance
The Governance will:
· Set high expectations for attendance and punctuality
· Hold school leaders to account for effective attendance systems
· Review attendance data regularly
· Ensure compliance with ISS standards
· Allocate adequate staffing and resources
· Ensure policies reflect statutory guidance
· Ensure attendance is understood as a safeguarding priority
· Monitor attendance for vulnerable groups (SEND, CLA, CP, CIN, SEMH)
4.2 Head of School
The Head of School will:
· Implement this policy
· Ensure staff follow attendance procedures consistently
· Oversee statutory reporting to the LA
· Lead attendance strategy with the Senior Attendance Champion
· Ensure staff understand their safeguarding responsibilities
· Communicate high expectations to parents and pupils
· Work closely with SEND team, social workers, health professionals
· Approve leave of absence requests
4.3 Senior Attendance Champion (SAC)
Name: Claire Baranowski
Contact: claire2@thenestschool.co.uk / 07586694793
Responsibilities:
· Lead strategic improvements in attendance
· Analyse data and identify trends
· Coordinate interventions and early help
· Build strong partnership with parents
· Ensure consistency in coding and register practices
· Deliver staff training
· Ensure attendance is embedded in safeguarding processes
· Chair multi‑agency meetings relating to persistent/severe absence
4.4 Attendance Officer
Name: Claire Baranowski
Contact: 07586694793 / claire2@thenestschool.co.uk
Responsibilities:
· Maintain accurate registers
· Chase daily absences
· Conduct first‑day calling
· Escalate unexplained absence
· Produce reports for SLT and governors
· Liaise with LA Attendance and Welfare Team
· Maintain evidence trail for interventions
4.5 Staff
All staff are required to:
· Take accurate attendance registers at required times
· Meet and greet pupils daily
· Share concerns with the Attendance Officer or DSL
· Support reintegration plans
· Foster a safe, predictable environment that encourages attendance
4.6 Parents and Carers
Parents must:
· Ensure their child attends school every day
· Telephone the school by 10am on each day of absence
· Provide at least two emergency contact numbers
· Avoid term‑time holidays if possible.
· Engage with support when attendance becomes a concern
· Provide medical evidence where appropriate
4.7 Pupils
Pupils are expected to:
· Attend school punctually
· Engage in support plans where relevant
· Speak to staff if they face barriers to attending

5. School Attendance Procedures
5.1 Register Times
· Morning register: 9:45am (closes 10:00am)
· Afternoon register: 12:30pm
Arrival after 10:00am = Code U (unauthorised late).
5.2 Reporting Absence
Parents must telephone one of the following numbers:
· 01782 308356
· 07586694793
· 07990034611
Emails, texts, or WhatsApps are not accepted for safeguarding reasons.
5.3 Medical Evidence
Where illness is persistent or patterns emerge, the school may request medical evidence.
5.4 Daily Absence Follow‑Up
If a pupil is absent without explanation:
1. First‑day call to all contacts
2. If no contact is made then a same‑day home visit (safeguarding check) is completed.
3. If concerns escalate:- DSL involvement
4. Persistent unexplained absence :- referral to LA / external partners
5.5 Escalation Pathway
1. Early conversations with parents, carers and students . Reasonable adjustments and support plan offered.
2. Attendance tracking period
3. Regular Attendance meetings
4. Early help assessment / multi‑agency plan
5. Attendance contract
6. Notice to Improve

6. Authorised and Unauthorised Absence
6.1 Authorised Absence
· Illness (with reasonable evidence where required)
· Medical appointments
· Religious observance
· Approved educational activity
· Traveller families (occupational travel)
· Regulated performances/employment
· Exceptional circumstances
· SEND‑related medical or emotional needs (with evidence)
6.2 Exceptional Circumstances Definition
Including (not limited to):
· Bereavement or family crisis
· Leave supported by therapist, CAMHS, or medical specialist
· Social care‑recommended leave
· Mental health regulation or phased returns
· SEND/EHCP‑supported reintegration plans
6.3 Unauthorised Absence
· Holiday not permitted
· Arriving after register closes
· Absence without sufficient evidence
· Refusal to engage with support

7. Promoting and Supporting Attendance
We use a relational, trauma‑informed approach with personalised support that may include:
· Key adult check‑ins
· Home visits
· Pastoral interventions
· Wellbeing/counselling
· Curriculum or timetable adjustments
· Transport support
· Breakfast/settling routines
· Multi‑agency plans (In house FSW, Early Help, EHCP reviews)
Attendance is viewed through a holistic lens, identifying root causes rather than applying generic sanctions.

8. Support for Specific Groups
8.1 Pupils with SEND or medical needs
Support may include:
· Reasonable adjustments
· Transitional timetables (short‑term, time‑bound, with parental consent)
· Risk assessments
· Access to quiet spaces and regulation strategies
· Reintegration programmes
· Close liaison with health services and LA SEND team
8.2 Pupils with mental health concerns
· Pastoral and therapeutic support
· Modified expectations
· Engagement with CAMHS
· Gradual exposure reintegration
· Home tutoring (if medically appropriate)
8.3 Pupils with social workers / looked after children
· Attendance monitored daily
· Immediate escalation of concerns
· Liaison with social care at every stage

9. Monitoring, Data and Evaluation
The school will:
· Monitor attendance daily, weekly, half‑termly, termly, and annually
· Analyse attendance by groups: SEND, SEMH, CLA, safeguarding, year groups
· Identify persistent/severe absence early
· Share reports with our governance team
· Benchmark against local and national data
· Evaluate intervention impact and adapt accordingly
· Share required data with LA and DfE
Attendance is triangulated with:
· Safeguarding records
· Behaviour data
· Pupil voice
· Parental engagement
· Curriculum and pastoral observations


10. Off‑site Education and Dual Registration
Where pupils attend off‑site provision:
· Attendance is monitored daily
· Safeguarding checks are undertaken
· Only approved providers used
· The Nest retains accountability for the pupil

11. Safeguarding and Attendance
Attendance concerns are safeguarding concerns.
 The Attendance Officer and DSL work jointly to:
· Track vulnerable pupils
· Escalate unexplained absence immediately
· Undertake home visits
· Share information with police, social care, YOT and other partner agencies.
· Ensure attendance is part of every safeguarding plan

12. Review
This policy will be reviewed annually or earlier if:
· Legislation changes
· DfE updates statutory guidance
· Safeguarding requirements change
· Ofsted inspection identifies action points

Appendix A – DfE Attendance Codes
(Full statutory appendix can be inserted from your existing document.)
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Appendix 1: attendance codes  
The following codes are taken from the DfE’s guidance on school attendance. 
The following codes are taken from the DfE’s guidance on school attendance.
	Code
	Definition
	Scenario

	/
	Present (am)
	Pupil is present at morning registration

	\
	Present (pm)
	Pupil is present at afternoon registration

	L
	Late arrival
	Pupil arrives late before register has closed

	Attending a place other than the school

	K
	Attending education provision arranged by the local authority
	Pupil is attending a place other than a school at which they are registered, for educational provision arranged by the local authority

	V
	Attending an educational visit or trip
	Pupil is on an educational visit/trip organised or approved by the school

	P
	Participating in a sporting activity
	Pupil is participating in a supervised sporting activity approved by the school

	W
	Attending work experience
	Pupil is on an approved work experience placement

	B
	Attending any other approved educational activity
	Pupil is attending a place for an approved educational activity that is not a sporting activity or work experience

	D
	Dual registered
	Pupil is attending a session at another setting where they are also registered

	Absent – leave of absence

	C1
	Participating in a regulated performance or undertaking regulated employment abroad
	Pupil is undertaking employment (paid or unpaid) during school hours, approved by the school

	M
	Medical/dental appointment
	Pupil is at a medical or dental appointment

	J1
	Interview
	Pupil has an interview with a prospective employer/educational establishment

	S
	Study leave
	Pupil has been granted leave of absence to study for a public examination

	X
	Not required to be in school
	Pupil of non-compulsory school age is not required to attend

	C2
	Part-time timetable
	Pupil is not in school due to having a part-time timetable

	C
	Exceptional circumstances
	Pupil has been granted a leave of absence due to exceptional circumstances

	Absent – other authorised reasons

	T
	Parent travelling for occupational purposes
	Pupil is a ‘mobile child’ who is travelling with their parent(s) who are travelling for occupational purposes

	R
	Religious observance
	Pupil is taking part in a day of religious observance

	I
	Illness (not medical or dental appointment)
	Pupil is unable to attend due to illness (either related to physical or mental health)

	E
	Suspended or excluded 
	Pupil has been suspended or excluded from school and no alternative provision has been made

	Absent – unable to attend school because of unavoidable cause

	Q
	Lack of access arrangements
	Pupil is unable to attend school because the 
local authority has failed to make access arrangements to enable attendance at school

	Y1
	Transport not available
	Pupil is unable to attend because school is not within walking distance of their home and the transport normally provided is not available

	Y2
	Widespread disruption to travel
	Pupil is unable to attend because of widespread disruption to travel caused by a local, national or international emergency

	Y3
	Part of school premises closed
	Pupil is unable to attend because they cannot practicably be accommodated in the part of the premises that remains open

	Y4 
	Whole school site unexpectedly closed
	Every pupil absent as the school is closed unexpectedly (e.g. due to adverse weather)

	Y5
	Criminal justice detention
	Pupil is unable to attend as they are:
· In police detention
· Remanded to youth detention, awaiting trial or sentencing, or
· Detained under a sentence of detention

	Y6
	Public health guidance or law
	Pupil’s travel to or attendance at the school would be prohibited under public health guidance or law

	Y7
	Any other unavoidable cause
	To be used where an unavoidable cause is not covered by the other codes

	Absent – unauthorised absence

	G
	Holiday not granted by the school
	Pupil is absent for the purpose of a holiday, not approved by the school

	N
	Reason for absence not yet established 
	Reason for absence has not been established before the register closes

	O
	Absent in other or unknown circumstances
	No reason for absence has been established, or the school isn’t satisfied that the reason given would be recorded using one of the codes for authorised absence

	U
	Arrived in school after registration closed
	Pupil has arrived late, after the register has closed but before the end of session

	Administrative codes

	Z
	Prospective pupil not on admission register
	Pupil has not joined school yet but has been registered

	#
	Planned whole-school closure
	Whole-school closures that are known and planned in advance, including school holidays
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