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Introduction 
 
At Biddulph High School we are committed to ensuring all students get the most out of their school 
experience, including their attainment, wellbeing, and wider life chances. For this to happen, 
students need to be in school to access the valuable teaching and learning opportunities. 
 
By working in partnership with students and their parents/carers collaboratively, we aim to remove 
any barriers to attendance by building strong and trusting relationships by working together to put 
the right support in place.  
 
This policy aims to make clear what is expected of parents/carers and students and to assure 
parents/carers of our willingness to work positively with them if problems arise. 
 

 

Principles  
 
Promoting excellent attendance is an integral part of the school’s ethos and culture and the 
responsibility of the whole school community – parents/carers, teaching and non-teaching staff in 
school, the trust or governing body, the local authority, and other local partners. The school will 
promote the importance of good attendance through the curriculum and by ensuring the school is 
a calm, orderly, safe, and supportive environment where all pupils are keen and ready to learn.  
 
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/carer to make sure their child receives that education  
either by attendance at a school or by education otherwise than at a school. 
 
Where parents/carers 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. 
 
We will ensure that parents/carers are aware of their child’s attendance and work with them to 
ensure good attendance and punctuality. To support the school in our commitment to improve 
school attendance and punctuality, we have employed an independent education welfare service, 
VIP Education, who will provide advice and guidance to the school, parents/carers, and students. 
 
Students are sometimes reluctant to attend school. Any problems that arise with attendance are 
best resolved between the school, their parents/carers, and the student. If a student is reluctant 
to attend, it is never better to cover up their absence or to give in to pressure to excuse them from 
attending. This gives the impression that attendance and education does not matter and may make 
things worse. Permitting absence from school without a good reason is an offence by the 
parent/carer.  
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In line with Department for Education guidance Working together to improve school attendance, 
we will work together with all stakeholders (parents/carers, teaching and non-teaching staff in 
school, the trust or governing body, the local authority, and other local partners) to: 
 

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 to listen to 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. 
 

 
Registration 
 
Students should be in school by 8.40am and the school day ends at 3.15pm (Tuesday – Friday). On 
a Monday the school day starts at 8.40am and ends at 2.25pm. 
 
Schools are required by law to take an attendance register twice a day (at the start of the morning 
session and the afternoon session) and this shows whether the student is present, engaged in an 
approved educational activity off-site, or absent etc.  
 
Morning registration. 
 

• The morning register is open at 8.45am and closes at 9.00am. 

• Students arriving after the register has been taken but before 9.00am are recorded as late (L). 

• Students arriving to school after registration closes, will be recorded as an unauthorised absence 

(U) unless there is an acceptable reason for the lateness. 

https://assets.publishing.service.gov.uk/media/66bf300da44f1c4c23e5bd1b/Working_together_to_improve_school_attendance_-_August_2024.pdf
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Afternoon registration 
 
Mondays 

• The afternoon register is taken at 12.35pm. Students arriving after the register has been taken, 

but before 12.50pm are recorded as late (L).  

• Students arriving to school after registration closes, will be recorded as an unauthorised absence 

(U) unless there is an acceptable reason for the lateness. 

Tuesday – Friday 

• The afternoon register is taken at 1.15pm. Students arriving after the register has been taken 

but before 1.30pm are recorded as late (L). 

• Students arriving to school after registration closes, will be recorded as an unauthorised absence 

(U) unless there is an acceptable reason for the lateness 

 

When completing the register, the school follows the Department of Education school attendance 
guidance to determine which relevant code to use: Working together to improve school attendance: 
Chapter 8 
 

 

 

Absence 
 
If a student is absent, every half-day absence from school must be classified by the school as either 
AUTHORISED or UNAUTHORISED. Only school can authorise the absence, not parents/carers. 
Therefore, information about the cause of each absence is always required. 
 
Authorised absences are absences from school for a good reason e.g., illness, medical 
appointments, or other unavoidable causes.  
 
Unauthorised absence is any absence that is not approved by your child's headteacher including: 

• parents/carers keeping students off from school unnecessarily  
• truancy before or during the school day  

• absence for which a parent has not provided a reason 
• absence where the reason provided has not been accepted as justifiable or genuine by 

the headteacher 

• if your child arrives late after the close of register 
• holidays taken during term time that have not been authorised by the Headteacher 

These absences will be marked in the attendance register with an unauthorised absence code (U). 
 
 

 

Reporting Absence 
 
If a student is absent from school, we ask parents/carers to: 

• Contact the school by 8.30am on the first morning of absence. 

• Reply promptly to any request or enquiry concerning an absence. 
 
If parents/carers do not contact the school on the morning of the first day of absence, a member 
of the administration staff will try to contact them by text and telephone call to find out the reason 

https://assets.publishing.service.gov.uk/media/66bf300da44f1c4c23e5bd1b/Working_together_to_improve_school_attendance_-_August_2024.pdf
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for absence. This ensures that the parent/carer is aware their child is not in school enabling the 
parent/carer, where necessary, to establish that their child is safe. The school may also ask the 
Education Welfare Officer (EWO) from VIP Education to establish contact either by telephone, text 
message or a home visit may be completed. The absence will be recorded as unauthorised without 
a reason. 
 
Our approach to managing absence is always to be understanding, and we encourage you to speak 
to your child’s Form Tutor or Head of Year team, where there are any concerns or changes. We 
will always attempt to help you and your child to attend school. Alternatively, parents/carers may 
wish to contact the Education Welfare Officer (EWO) from VIP Education themselves to ask for 
help or information. They are independent of the school and will give impartial advice. Their 
telephone number is available from the school office. 
 
______________________________________________________________________________ 
 

Punctuality and late procedures 
 
 
Parents/carers are requested to contact the school if their child is going to be late and provide a 
reason for lateness. 
 
If a student is late to school (arriving on the school site after 8.40am), they should sign in at 
reception. If there is no valid reason for their lateness, they will be recorded as late (L) and issued a 
20-minute time penalty to be served on the same day. (Please see the school’s Behaviour Policy) 
 
If a student is late to registration, but has been on the school site, their form tutor or class teacher, 
will mark them as late (L) and issue a 20-minute time penalty to be served on the same day. 
 
Where lateness is a concern (L), your child’s Form Tutor will contact you initially to offer support. 
Where this becomes persistent, the Head of Year Team or EWO will be involved and will formalise 
a plan to improve. 
 
Where unauthorised lateness (U) is a cause for concern, the monitoring attendance procedures will 
be followed (see below). 
 

 

Monitoring and managing absence 
 
The school aims for every child to achieve at least 96% attendance each year – this is equivalent to 
7.5 days absent from a possible 190 days. Students are classed by the Department for Education as 
“Persistently Absent” when their attendance reaches 90% or below (missing at least 19 days of 
school, equivalent to almost 1 month). Students are classed by the Department for Education as 
“Severely Absent” when their attendance reaches 50% or below (missing at least 95 days of 
school, equivalent to almost 5 months). 
 
Our approach to managing absence is always to be understanding, and we encourage you to speak 
to your child’s Form Tutor or Head of Year team, where there are any concerns or changes. We 
will always attempt to help you and your child to attend school. 
 
The Assistant Headteacher with responsibility for attendance and safeguarding, the SENCO, the 
Pupil Premuim Lead, the Head of Year teams and the EWO regularly monitor attendance of all 
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students and use data to identify potential issues or patterns of absence. This includes looking at 
historical data and trends.  Form Tutors are provided with data every week and will have 
conversations weekly with students about their attendance, as well as contacting parents/carers 
where needed. 
 
The attendance team will contact you by text and/or telephone call on the first day of absence, if 
you have not reported it. The EWO may also contact you by telephone, video call or home visit. 
 
In some cases, it may be that we contact you to see if an absent student could attend for part of the 
day if they are well enough or how we can support them coming back into school. Students with 
SEND may be contacted by a member of the SEND team to ask if any additional support can be 
offered to support a return to school, especially if the absence is connected to their learning need. 
 
Your child’s Form Tutor may contact you after their first absence to offer support, if needed. They 
will also have a supportive conversation with them in school. 
 
Where a student is absent for 3 days or longer, the EWO will make a ‘safe and well’ home visit as 
part of our safeguarding procedures. 
 
We will write to you each half term to inform you of your child’s attendance % and absence rate. 
You can also see this information on the Arbor parent app. 
 
Where absence becomes a concern, the following procedures are applied: 
 
Stage 1: If your child’s attendance falls below 96%, you will receive a Stage 1 letter to inform you, 
and we will then monitor their attendance closely. Please note that 1 day of absence within the 
first 5 weeks of term, will trigger this letter. 
 
Stage 2: If there is no improvement to their attendance, due to further absences, we will send you 
a Stage 2 letter and arrange a meeting with the Assistant Head of Year. During this meeting we will 
discuss the concerns and to offer support with any possible barriers at home or at school which 
may be contributing to low attendance. Referrals to wider support services may be offered where 
appropriate. The discussion will be documented. Normally, further absences will be unauthorised 
without medical evidence. 
 
Stage 3: Where there is still no improvement in your child’s attendance, we will send you a Stage 3 
letter and arrange a meeting with the Head of Year and other professionals where appropriate, to 
create an Attendance Support Plan. Referrals to wider support services may be offered where 
appropriate. The discussion held will be documented. A 4-week monitoring period will be 
implemented and absences will be unauthorised, without medical evidence. 
 
Stage 4: Where there is still no improvement in your child’s attendance, we will send you a Stage 4 
letter and you will be referred to the Local Authority’s attendance team. The Local Authority team 
has a statutory duty to investigate matters of ongoing poor school attendance and to consider 
formal statutory action, including issuing a Penalty Notice fine (see section below Penalty Notices).  
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Leave of Absence for Medical and Dental Appointments 

We expect parents/carers to make medical and dental appointments for their children before or 
after school or during the school holidays whenever possible.  

If this is not possible, in order to grant leave, parents must inform the school in advance of the 
appointment and the school must be satisfied that, based on the individual facts of the case, there 
are exceptional circumstances which justify the leave. 

Therefore, confirmation of the appointment will be required prior to authorising the absence and 
then an M code used on the register to record when the child has attended the appointment. This 
type of absence is authorised but will affect the students’ attendance. 

If a pupil is present at registration but then leaves the school to attend a medical or dental 
appointment during the session in question, no absence needs be recorded for that session. 

Students should only be out of school for the minimum amount of time necessary for the 
appointment: students are expected to attend school prior to the appointment and parents/carers 
are expected to return their children to school following the appointment.  

 

Rewarding good school attendance 
 
Students who achieve good attendance are rewarded, for example: 

• House points each week from Form Tutor for 100% or improved attendance  

• Weekly Head of Year prize draw for 100% last week, or 100% overall 

• Rewards assemblies 

• Attendance to movie afternoons  

• Eligibility for external visits 

• Students who have good attendance will have a letter home each half term informing 

parents/carers of this and praising them for their efforts and contribution to the whole school 

target. 

 

 

Leaves of absence 
 
Requests for leave of absence 
 
If a parent/carer wishes to request leave for their child for any reason, they must apply in advance 
and in writing using the leave of absence request form which can be requested from the school 
office. Where a child does not reside with both parents/carers, it is the responsibility of the 
parent/carer making the request to inform the other parent/carer.  
 
The school will send a letter to the parent/carer making the request informing them if the absence 
will be authorised or unauthorised.  
 
Granting leaves of absence 
 
All schools can grant a leave of absence when a pupil needs to be absent from school with 
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permission. All schools are expected to restrict leaves of absence to the specific circumstances set 
out in regulation 11 of the School Attendance (Pupil Registration) (England) Regulations 2024 and 
schools maintained by a local authority and special schools not maintained by a local authority must 
do so.  
 
These circumstances are:  
• Taking part in a regulated performance or employment abroad: in line with a licence issued by a 
local authority or Justice of the Peace or a body of persons approval (BOPA).  
 
• Attending an interview: for entry into another educational institution or for future employment 
where requested in advance by a parent the pupil normally lives with.  
 
• Study leave: for public examinations, as agreed in advance with a parent the pupil normally lives 
with. Please note this does not include any internal examinations such as mocks as study leave 
should not be granted in such cases.  
 
• A temporary, time-limited part-time timetable: where the pupil is of compulsory school age, both 
the parent who the pupil normally lives with and school agree the pupil should temporarily be 
educated on a part-time basis for exceptional reasons and have agreed the times and dates when 
the pupil will be expected to attend school as part of that timetable.  
 
• Exceptional circumstances: All schools can grant a leave of absence for other exceptional 
circumstances at their discretion. In the case of schools maintained by local authorities and special 
schools not maintained by local authorities, it must be requested in advance by a parent who the 
pupil normally lives with. Schools are then expected to consider each application individually taking 
into account the specific facts and circumstances and relevant background context behind the  
request. If a leave of absence is granted, it is for the school to determine the length of the time the 
pupil can be away from school.  
 
Generally, the DfE does not consider a need or desire for a holiday or other absence for the purpose 
of leisure and recreation to be an exceptional circumstance. Leave of absence should not be granted 
for a pupil to take part in protest activity during school hours. 
 
If a request for leave of absence has not been received and we have reason to believe a student is 
on holiday, a letter will be sent to parents/carers requesting medical evidence. If no medical 
evidence can be provided, the absence may be recoded as unauthorised, and a penalty notice 
request sent to the Local Authority. 
 

 

Penalty Notices  
 
National threshold when it is appropriate to issue a penalty notice 

 
Parents/carers have the legal duty to ensure that their children attend school regularly. 
 
Parents/carers may be prosecuted if a child does not attend school regularly and punctually. This 
is in accordance with the 1996 Education Act, Section 444 or 444 (1A). It aims to ensure that 
parents/carers carry out their duty to secure suitable education for their children.  
 
In February 2024, the Department for Education published Working Together to Improve School 
Attendance. Within this document, in Chapter 6, it lays out the changes to issuing penalty notices. 

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 changes to the law are introduced through the Education (Penalty Notices) (England) 
(Amendment) Regulations 2024 and will come into effect from 19 August 2024. 
 
The threshold is 10 sessions* of unauthorised absence in a rolling period of 10 school weeks. A 
school week means any week in which there is at least one school session. This can be met with 
any combination of unauthorised absence (e.g. 4 sessions of holiday taken in term time plus 6 
sessions of arriving late after the register closes all within 10 school weeks). These sessions can be 
consecutive (e.g. 10 sessions of holiday in one week) or not (e.g. 6 sessions of  
unauthorised absence taken in 1 week and 1 per week for the next 4 weeks). The period of 10 
school weeks can also span different terms or school years (e.g. 2 sessions of unauthorised 
absence in the Summer Term and a further 8 within the Autumn Term). 
 
Penalty Notices may be considered appropriate if one of the following criteria is met:  
 

• There is a period of absence not authorised by the Headteacher (e.g. a holiday) or is in 
excess of the period authorised by the Headteacher.  

• Persistent unauthorised absence.  

• Persistent late arrival to school, i.e. after the register has closed and an unauthorised 
absence is recorded on the register.  

• The presence of an excluded child in a public place at any time during school hours in that 
child’s first five days of exclusion. An “excluded child” is one who has been excluded from 
school for a given period under the Education and Inspections Act 2006.  

 
A Penalty Notice will not be issued in respect of children in the care of the Local Authority with 
whom other interventions will be used.  
 
*A session is equivalent to half a day in school. 
 
Notices to improve  

 
A Notice to Improve is a final opportunity for a parent to engage in support and improve 
attendance before a penalty notice is issued. If the national threshold has been met and support is 
appropriate but offers of support have not been engaged with by the parent or have not worked, a 
Notice to Improve should usually be sent to give parents a final chance to engage in support. A 
Notice to Improve does not need to be issued in cases where support is not appropriate and an 
authorised officer can choose not to use one in any case, including cases where support is 
appropriate but they do not expect a Notice to Improve would have any behavioural impact (e.g. 
because the parent has already received one for a similar offence). 
 
Two penalty notice limit and escalation in cases of repeat offences  
 
A penalty notice is an out of court settlement which is intended to change behaviour without the 
need for criminal prosecution. If repeated penalty notices are being issued and they are not 
working to change behaviour they are unlikely to be most appropriate tool. Therefore, only 2 
penalty notices can be issued to the same parent in respect of the same child within a 3-year 
rolling period and any second notice within that period is charged at a higher rate:  
 
• The first penalty notice issued to a parent in respect of a particular pupil will be charged at £160 
if paid within 28 days. This will be reduced to £80 if paid within 21 days. 
• A second penalty notice issued to the same parent in respect of the same pupil is charged at a 
flat rate of £160 if paid within 28 days.  
• A third penalty notice cannot be issued to the same parent in respect of the same child within 3 
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years of the date of issue of the first. In a case where the national threshold is met for a third time 
(or subsequent times) within those 3 years, alternative action should be taken instead. This will 
often include considering prosecution, but may include other tools such as one of the other 
attendance legal interventions. 
 

 

Elective Home Education  
 
If school receives written notification from parents/carers that they wish to electively home 
educate their child, school will contact the parent/carers and discuss their reasons in more detail, 
offering support to deal with any issues raised. We may arrange a meeting with you and other 
professionals, where appropriate. If after this time the parent/carer still wishes to electively home 
educate their child, the school will inform the Local Authority of the decision to remove the child’s 
name from the admissions register. 
 
Whilst school will not seek to prevent parents/carers from choosing to electively home educate 
their child, neither will they seek to encourage them to do this – particularly as a way of avoiding 
exclusion or due to a poor attendance record. Prior to deciding to electively home educate, 
parents/carers are advised to contact Staffordshire County Council (or the relevant local authority 
of where the child resides) Elective Home Education department on 0300 111 8000 or email: 
electivehomeeducation@staffordshire.gov.uk . Further information can be found on the 
Staffordshire County Council website.  
 

 

Children Missing Education 
 
Children missing education are children of compulsory school age who are not registered pupils at 
a school and are not receiving suitable education otherwise than at a school. Children missing 
education are at significant risk of underachieving, being victims of harm, exploitation or 
radicalisation, and becoming NEET (not in education, employment or training) later in life. 
 
Effective information sharing between parents, schools and local authorities is critical to ensuring 
that all children of compulsory school age are safe and receiving suitable education. 
 
Schools have a duty by law to refer any absence of 20 days or more to Staffordshire County Council’s 
Children Missing Education department, or the appropriate education authority where the child 
lives outside of Staffordshire, where they have been unable to establish contact with the 
parent/carer or student or have general concerns about the absence. 

 
To avoid any referrals, parents/carers are requested to inform the school if they are moving 
house/area or country and to provide a forwarding address, contact number and the name of the 
new school if known.  
 

 
 
 
 
 
 
 

mailto:electivehomeeducation@staffordshire.gov.uk
https://www.staffordshire.gov.uk/Education/Elective-home-education/Home.aspx
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Contact Details for the attendance team 
 

General enquiries 

• To report an absence or lateness call 01782 523977 and select “report an absence” 

• For general enquiries email attendance@bhs.potteries.ac.uk  

 
Senior Leader for attendance & Designated Safeguarding Lead 

• Mrs Emma Moss, Assistant Headteacher emoss@bhs.potteries.ac.uk  

 
Head of Year teams 
 
Year 9:  

• Mr D Woolhouse, Head of Year dwoolhouse@bhs.potteries.ac.uk  

• Miss C Baskeyfield, Assistant Head of Year cbaskeyfield@bhs.potteries.ac.uk  

Year 10  

• Mrs S Hall, Head of Year shall@bhs.potteries.ac.uk  

• Miss E Winship, Assistant Head of Year ewinship@bhs.potteries.ac.uk  

Year 11:  

• Mr R Wiggins-Thomas, Head of Year rwiggins-thomas@bhs.potteries.ac.uk  

• Miss G Baddeley, Assistant Head of Year gbaddeley@bhs.potteries.ac.uk  

Sixth Form 

• Mrs B Zacune, Head of Sixth Form bzacune@bhs.potteries.ac.uk  

• Mrs C Waring, Sixth Form Office Services Manager cwaring@bhs.potteries.ac.uk  

 
Form Tutors 

• Please email office@bhs.potteries.ac.uk and add “FAO: Form Tutor’s name” to the subject line. 

 
Safeguarding  

• Mrs S Dyson, Safeguarding and Student Welfare Co-ordinator (Deputy  Designated 

Safeguarding Lead) sdyson@bhs.potteries.ac.uk  

 
SEND Department 

• Mrs R Davies, SENDCO radavies@bhs.potteries.ac.uk  

• Mrs W Thompson, Assistant SENDCO wthompson@bhs.potteries.ac.uk 

• Mrs J Williamson, Assistant SENDCO jwilliamson@bhs.potteries.ac.uk  

mailto:attendance@bhs.potteries.ac.uk
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