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This policy is to be read alongside the Leehurst Swan School Safeguarding and Child Protection Policy and 

relevant linked policies. 
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1 Aims 

This is the Attendance Policy of Leehurst Swan School (the School). The School aspires to high levels of 

attendance from all pupils. Good attendance is essential for attainment, wellbeing, safeguarding and 

wider life chances. 

• develop and maintain a whole-school culture that promotes the benefits of regular attendance and 

punctuality; 

• identify and address barriers to attendance early, using a child-centred and supportive approach; 

• ensure that attendance is recorded accurately, consistently and in accordance with the law; 

• recognise attendance as a safeguarding matter and act promptly where absence may indicate 

neglect, abuse, exploitation, unmet need or a need for early help/family help; and 

• work in partnership with pupils, parents/carers, local authorities and other agencies where this is 

necessary to secure good attendance and protect children. 

2 Scope and application 

This policy applies to the whole School, including EYFS, nursery and reception provision, and to all pupils 

regardless of age. It sets out the School's arrangements for recording attendance and absence, 

responding to non-attendance, maintaining admission and attendance registers, and sharing information. 

For children in EYFS who are below compulsory school age, statutory school attendance requirements do 

not yet apply in the same way as they do to compulsory-school-age pupils. The School nevertheless 
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expects regular and punctual attendance and follows the safeguarding and welfare requirements in 

Section 3 of the EYFS statutory framework. 

3 Statutory basis and regulatory framework 

This policy has been prepared with regard to, and where applicable to meet the School's duties under, 

the following legislation and statutory guidance: 

• Education (Independent School Standards) Regulations 2014, Schedule 1, paragraph 15 (admission 

and attendance registers). 

• School Attendance (Pupil Registration) (England) Regulations 2024, including regulations 5–13 on 

registers, amendments, retention, admission-register content, attendance codes, leave of absence 

and returns to the local authority. 

• Working together to improve school attendance (DfE statutory guidance, updated July 2026). The 

guidance applies to independent schools and sets out the statutory expectations for attendance, 

registers, support and local-authority working. 

• Keeping Children Safe in Education 2026 (KCSIE 2026), in force from 1 September 2026, including the 

early-help indicators relevant to attendance, behaviour, exclusion and part-time timetables. 

• Early years foundation stage statutory framework for group and school-based providers, including 

Section 3, paragraphs 3.11 and 3.12 on child absences and attendance policies and paragraph 3.96 

on information and emergency contacts. 

• Independent school standards guidance (April 2026), including paragraphs 3.13–3.15 and 3.29–3.32. 

Paragraphs 3.29–3.32 confirm that the 2024 attendance regulations apply to independent schools 

and emphasise the safeguarding significance of accurate registers. 

• Children Missing Education statutory guidance and relevant Wiltshire Council attendance and 

children-missing-education procedures. 

• Equality Act 2010, Data Protection Act 2018, UK GDPR and other applicable legislation. 

3.1 Independent-school position on Regulation 11 

Regulation 11 of the School Attendance (Pupil Registration) (England) Regulations 2024 does not legally 

apply to independent schools in the same way that it applies to maintained schools and special schools 

not maintained by a local authority. The School therefore retains the legal discretion available to an 

independent school when granting leave of absence. 

The School will nevertheless have regard to the statutory attendance guidance and will normally apply 

the circumstances and principles reflected in Regulation 11 when deciding whether leave should be 

authorised. Where the School departs from those circumstances or from the relevant statutory guidance, 

the decision-maker must record the circumstances, the reason for the decision and the rationale for the 

departure in the School's attendance records. 

4 Publication and availability 

• The policy is published on the School website and is available from the School office. 

• It is provided to parents/carers when pupils join the School and is communicated again when material 

changes are made. 

• Parents/carers may request the policy in an accessible format. 

• EYFS attendance expectations and the actions taken in response to unexplained or prolonged absence 

are made available to parents/carers. 
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5 Definitions and interpretation 

Term Meaning 

Attendance 
Attendance includes attendance for all or part of the 

timetabled school day. 

Absence 

A pupil is absent when they are not present at the 

time the relevant attendance register is taken, 

subject to the statutory codes. 

Authorised absence 

An absence recorded with a code that lawfully 

records the reason for absence or a leave of 

absence granted by an authorised person. 

Unauthorised absence 

An absence for which the School has not granted 

leave and which is not covered by another statutory 

absence code. 

SAC 

Senior Attendance Champion: the senior leader with 

overall responsibility for championing and improving 

attendance. 

Persistent absence 

Attendance below the national persistent-absence 

threshold used by the Department for Education; 

the School will also use its own safeguarding and 

support thresholds where appropriate. 

Severe absence 

Absence at or above the national severe-absence 

threshold used by the Department for Education; 

the School will consider the individual circumstances 

and safeguarding context rather than relying on a 

percentage alone. 

6 Responsibility statement and allocation of tasks 

The Governors retain overall responsibility for ensuring that the School has effective arrangements for 

attendance. Attendance is a leadership issue. The Senior Attendance Champion is a member of the 

senior leadership structure and has overall responsibility for championing and improving attendance, 

working with the DSL and other leaders. 

Task Allocated to Frequency 

Keeping this policy current and 

compliant 

Senior Attendance Champion / 

Attendance Lead/Head 
As required and at least annually 

Monitoring implementation 
Senior Attendance 

Champion/Attendance Lead 
At least termly 

Analysing attendance and 

absence data 

Senior Attendance Champion / 

Attendance Lead/pastoral leaders 
Regularly and at least termly 

Safeguarding review of 

attendance concerns 
DSL / DDSLs with Attendance Lead As concerns arise 
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Support plans and reasonable 

adjustments 

SENCo / DSL / phase or pastoral 

lead 
As required; reviewed regularly 

Formal policy review Governors / Head 
Annually or sooner if legislation 

changes 

7 The importance of good attendance 

• Regular attendance supports learning, relationships, wellbeing and the development of positive 

routines. 

• Absence is often a symptom of wider circumstances. The School will seek to understand the reasons 

for absence before deciding what support or action is appropriate. 

• Children missing education can be a warning sign of safeguarding concerns including neglect, abuse, 

exploitation, mental health difficulties or family adversity. 

• Attendance will be considered alongside behaviour, SEND, medical needs, mental health and 

wellbeing, disadvantage and safeguarding information. 

• Where attendance concerns are linked to repeated removal from the classroom, repeated 

suspensions, a part-time timetable, risk of exclusion or alternative provision, the School will consider 

whether the pupil may need early help/family help and will involve the DSL where appropriate. 

8 School responsibilities 

• Maintain accurate admission and attendance registers and ensure they are kept electronically. 

• Take attendance registers at the beginning of the morning session and once during the afternoon 

session, and use lesson-level checks where necessary to identify unexplained absence during the day. 

• Follow up unexplained absence promptly and make safeguarding enquiries where absence is unusual, 

repeated or otherwise concerning. 

• Promote good attendance through clear communication, supportive relationships, targeted 

interventions and proportionate action. 

• Work with parents/carers and, where appropriate, Wiltshire Council and other agencies to remove 

barriers to attendance. 

• Use attendance data to identify patterns and trends across individuals, groups and cohorts, including 

vulnerable pupils. 

• Ensure any part-time timetable is temporary, agreed, in the pupil's best interests, time-limited, 

regularly reviewed and accompanied by a plan for return to full-time education. A part-time 

timetable must not be used as a long-term behaviour-management measure. 

• Record the reason for each absence using the correct national attendance code and retain an audit 

trail for any amendment. 

• Ensure attendance arrangements are consistent with the Safeguarding and Child Protection Policy, 

Behaviour Policy, Missing Child Policy, EYFS-specific procedures and Mental Health and Wellbeing 

arrangements. 

 

 

 

9 Staff responsibilities 

9.1 Senior Attendance Champion 

• sets a clear vision for attendance and punctuality; 

• oversees systems for recording, monitoring and following up absence; 
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• analyses attendance data and identifies patterns requiring intervention; 

• works with the DSL on safeguarding-related attendance concerns; 

• liaises with pupils, parents/carers, local authorities and other agencies as appropriate; and 

• ensures attendance staff receive appropriate training. 

9.2 All staff 

• take registers accurately and promptly; 

• report unexplained or unusual absence immediately through the School's agreed systems; 

• check attendance where pupils move between lessons and raise concerns about pupils who cannot 

be located; 

• remain alert to safeguarding indicators, including repeated absence, repeated removal from class and 

part-time timetables; 

• record reasons for absence accurately and do not make assumptions about whether an absence is 

authorised; and 

• follow the Safeguarding and Child Protection Policy where attendance concerns may indicate risk of 

harm. 

10 School arrangements 

10.1 Registration and electronic registers 

• The admission register and attendance register are maintained electronically. 

• A back-up copy of each register is made at least once a month in electronic or printed form. 

• Every entry in the admission and attendance registers is preserved for six years from the date the 

entry was made. Each back-up copy is preserved for six years after the end of the school year to 

which it relates. 

• Where an entry is amended, the original entry, amended entry, reason for amendment, date of 

amendment and name of the person making the amendment are retained. 

• Attendance is recorded using the statutory national attendance and absence codes. The School will 

not use an informal or locally invented code in place of the statutory code. 

10.2 Morning, afternoon and lesson checks 

• Morning registration begins at 8:30am and the register remains open for 10 minutes. 

• Afternoon registration is taken during the School's scheduled afternoon registration period for each 

phase. 

• Lesson-level attendance checks are also used to identify pupils who may have become absent after 

morning or afternoon registration. 

• Where a pupil is absent at registration, the School will follow its first-day response and safeguarding 

checks without waiting for a pattern of absence to develop. 

 

10.3 Reporting absence 

• Parents/carers should notify Reception by telephone or email by 8:30am on the first day of absence 

and provide a clear reason. 

• For illness, parents/carers should give the nature of the illness and keep the School informed where 

the absence continues. 

• The School may seek further information or evidence where this is reasonable and proportionate, 

particularly where there is a pattern of absence or a safeguarding concern. 
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10.4 Authorising leave and Code C 

• Leave of absence is granted only by a person authorised by the School. 

• Code C is reserved for other exceptional circumstances not covered by another absence code. It will 

be used restrictively. 

• Every Code C decision must have the reason and decision-making rationale recorded, including the 

specific circumstances considered, the dates authorised and the person authorising the leave. 

• Because the School is an independent school and Regulation 11 does not legally apply to it, the 

School may depart from the Regulation 11 circumstances. Any such departure must be documented 

with a clear rationale and should be consistent with the statutory attendance guidance and the 

pupil's best interests. 

• Code C must not be used to conceal an unauthorised absence or to replace a more specific statutory 

code. 

• Code C2 will be used where a compulsory-school-age pupil is on an agreed temporary part-time 

timetable in accordance with the Regulations. 

11 Monitoring attendance and safeguarding 

• Attendance data is reviewed at individual, cohort and whole-school level. 

• The School will consider both the level and pattern of absence, including repeated or unusual 

absence, days of the week affected, lateness and changes in attendance. 

• Attendance concerns will be considered alongside safeguarding, behaviour, SEND, health, mental 

health and wellbeing information. 

• Where a pupil is repeatedly removed from the classroom or is on a part-time timetable, staff will 

consider whether this is a sign of additional need or safeguarding risk and will refer to the DSL where 

appropriate. 

• Where absence indicates possible neglect, exploitation, child criminal or sexual exploitation, domestic 

abuse, mental health need or another safeguarding concern, the DSL will decide whether early 

help/family help or a safeguarding referral is required. 

• The School will not wait for a particular attendance percentage before responding to a safeguarding 

concern. 

12 Pupil responsibilities 

• Pupils are expected to attend every day that the School is open and to arrive on time. 

• Pupils should attend all timetabled lessons and must not leave lessons or the School site without 

permission. 

• Pupils should tell a trusted adult if something is making attendance difficult. 

• Pupils will be supported to understand why attendance matters and to contribute to plans to improve 

attendance where appropriate. 

13 Additional needs, SEND, mental health and wellbeing 

• The School will consider whether SEND, disability, medical conditions, mental health, anxiety, 

bullying, behaviour, family circumstances, transport, caring responsibilities or other barriers are 

affecting attendance. 

• Reasonable adjustments will be considered where required by law and in line with the School's SEND 

and accessibility arrangements. 

• Where mental health is affecting attendance, the School will use supportive and graduated 

approaches and will consider the need for specialist or multi-agency support. 
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• Attendance interventions will not be applied in a way that unfairly penalises pupils because of 

disability or other protected characteristics. 

• Where attendance difficulties are associated with behaviour or repeated removal from class, the 

Attendance, Behaviour, Safeguarding and Mental Health and Wellbeing policies will be considered 

together. 

14 Parent / carer responsibilities 

• ensure that their child attends regularly and punctually; 

• notify the School promptly of absence and provide an accurate reason; 

• provide relevant information about health, SEND, family circumstances or other barriers where this 

may help the School support attendance; 

• engage constructively with attendance support and review meetings; and 

• seek permission in advance where leave of absence is requested. 

15 Training 

• All staff receive attendance expectations as part of induction and regular safeguarding/attendance 

updates. 

• Staff with specific attendance functions receive training on the law and statutory codes, register 

keeping, data analysis, safeguarding links and working with families and partner agencies. 

• Training will include the safeguarding significance of unexplained absence, children missing 

education, part-time timetables and pupils repeatedly removed from the classroom. 

16 Information sharing and local authority reporting 

The School will share attendance information lawfully and proportionately where this is necessary to 

support a pupil, meet a statutory duty or safeguard a child. 

16.1 Local authority returns 

• New pupil returns are made in accordance with regulation 13, including the statutory timescale for 

non-standard admissions. 

• Deletion returns are made when required and contain the information prescribed by regulation 13. 

• Attendance returns are made for compulsory-school-age pupils who fail to attend regularly or who 

have been continuously absent for at least 10 school days, in accordance with regulation 13 and the 

local authority's agreed reporting arrangements. The School will comply with Wiltshire Council's 

threshold arrangements, including the use of the 10-day unauthorised-absence threshold where 

applicable. 

• Sickness returns are made where a pupil is recorded with code I and the School has reasonable 

grounds to believe that the pupil will miss 15 consecutive or cumulative school days because of 

sickness, in accordance with the statutory requirements. 

• Where absence gives rise to a safeguarding concern, the School will act immediately and will not 

delay safeguarding action until a reporting threshold is reached. 

17 Record keeping and confidentiality 

• Attendance records are legal records and are retained in accordance with the statutory retention 

requirements. 

• Personal information is handled in accordance with the Data Protection Act 2018, UK GDPR and the 

School's data protection and records-management arrangements. 
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• Safeguarding-related attendance records are stored securely and shared only with those who need 

the information to protect or support the child. 

• Any decision to amend a register entry must retain the required audit trail. 

18 Cross-references and related policies 

• Safeguarding and Child Protection Policy – attendance and absence are treated as safeguarding 

matters where they may indicate risk or need. 

• Missing Child Policy – procedures where a pupil cannot be located on site, leaves the School site, fails 

to arrive as expected or is otherwise missing. 

• Behaviour Policy – behaviour-related attendance issues, repeated removal from class and the use of 

part-time timetables. 

• EYFS-specific policies and procedures – child absences, prolonged absence, safeguarding and 

emergency contacts. 

• Mental Health and Wellbeing Policy / arrangements – support where mental health affects 

attendance. 

• SEND and Accessibility policies – reasonable adjustments and support for barriers to attendance. 

• Children Missing Education procedures – liaison with Wiltshire Council where a child may be missing 

from education. 

19 Version control 

Date of adoption / update 24 August 2026 

Date of last review 24 August 2026 

Next review 
September 2027 or sooner if legislation / statutory 

guidance changes 

Policy owner (SMT) Clive Marriott (Head) 

Attendance Lead / SAC Lorna Saunders/Bridget Wright 

Proprietor Governors 

 

 

 

Appendix 1 School arrangements 

1 Managing attendance 

• The School monitors, records and shares attendance data as part of its duty to safeguard pupils and 

promote attendance. 

• The School expects pupils to be present for the whole of the School day unless absence has been 

authorised or is otherwise covered by a statutory attendance code. 

• Parents/carers should report absence by 8:30am on the first morning. 

• Unexplained absence is followed up promptly. The response may include contact with parents/carers, 

pupil meetings, support plans, attendance monitoring, referral to the DSL, early help/family help, or 

local-authority involvement. 
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• Return-to-school support may include catch-up resources, a trusted-adult check-in, phased 

reintegration where appropriate, reasonable adjustments and targeted pastoral support. 

Appendix 2 Admission register 

The School will maintain an electronic admission register containing, for each registered pupil, the 

information required by regulation 8, including: 

• full name and name used at school; 

• sex; 

• address; 

• full name and address of each parent; 

• which parent the pupil normally lives with and at least one emergency telephone number for each 

such parent; 

• date of birth; 

• starting day at the School; 

• name and address of the last school attended, if any; 

• where notified, future address and the parent(s) with whom the pupil will normally live and the date 

that arrangement will start; and 

• where applicable, details of another school at which the pupil is or will be registered and the relevant 

start date. 

Where any prescribed admission-register detail changes, the School will amend the register as soon as 

reasonably possible. The School will make the required local-authority new-pupil and deletion returns. 

 

 

 

 

Appendix 3 Attendance register and absence codes 

The School will use the national attendance and absence codes in regulation 10. The following summary 

is provided for operational clarity; staff must use the current DfE coding guidance where a code is not 

listed here. 

Code Use 

/ and \ 
Pupil present at the start of the morning / afternoon 

register. 

L Late, but arrived before the register closed. 

C 

Leave of absence for exceptional circumstances / 

other authorised purpose not covered by a more 

specific code; used restrictively and with rationale 

recorded. 

C1 
Leave for a regulated performance or regulated 

employment abroad. 
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C2 

Temporary part-time timetable for a compulsory-

school-age pupil, agreed in accordance with the 

Regulations. 

I Illness. 

M Medical or dental appointment. 

J1 
Interview for employment or admission to another 

educational institution. 

S Study leave for a public examination. 

R Religious observance. 

T 
Mobile child travelling with a parent engaged in 

trade or business. 

E Excluded from school for any other reason. 

G 
Holiday not authorised / leave in excess of that 

agreed. 

N 

Reason for absence not yet established; must be 

followed up and resolved within the statutory 

timescale. 

O Other unauthorised absence. 

U Late after the register has closed. 

Y1–Y7 / Q 

Exceptional circumstances or other circumstances 

where the statutory code specifies that the session 

is not a possible attendance. 

B / D / K / P / V / W 
Approved educational activity, dual registration or 

other approved provision, as applicable. 

 

Where a code requires additional information to be recorded, such as the nature of an approved activity 

or the reason for a Y7 absence, that information will also be recorded. Remote education does not turn 

an absence into attendance: pupils receiving remote education while absent are still recorded as absent 

using the appropriate code. 
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