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Policy Statement

This policy has been aligned with the DfE statutory guidance 'Working Together to Improve School Attendance' (July 2026) and with the Lancashire County Council model attendance policy. Kirkham Grammar School is an independent school; where this guidance draws a distinction between the duties of maintained schools and those of independent schools, this policy follows the position that applies to independent schools.

[bookmark: _TocAnchor3000]Introduction and Objectives
Every child of compulsory school age who is a registered pupil at Kirkham Grammar School (KGS) must attend regularly. A high level of attendance and punctuality is essential if pupils are to benefit fully from the educational opportunities available to them and to achieve their full potential. Regular attendance and punctuality help prepare pupils for the responsibilities of adult life and the workplace.

For pupils to gain the greatest benefit from their education it is vital that they attend regularly, and every pupil should be at school, on time, every day the school is open, unless they have an unavoidable reason to be absent. Absence disrupts the pattern of a pupil's schooling, affects the learning of others in the same class, and government research shows a clear link between attendance and attainment.

This policy is supported by the school's Safeguarding, Anti-Bullying, and Behaviour and Sanctions policies, and has been reviewed to reflect the statutory guidance ‘Working Together to Improve School Attendance' (DfE, July 2026) and ‘Children Missing Education’ (DfE, September 2025), together with the model attendance policy issued by Lancashire County Council, our local authority.

Underpinning every part of this policy is our belief that the best attendance outcomes are achieved by school and families working together, in a spirit of openness, trust and mutual respect. We aim to build strong, positive relationships with pupils and their parents/carers, to understand the individual circumstances behind any absence, and to offer early, practical help before small concerns become entrenched patterns of non-attendance.
Aims
This policy aims to:
· Support pupils and their parents/carers to achieve the highest possible levels of attendance and punctuality, through positive, collaborative relationships rather than a purely punitive approach.
· Ensure that all pupils have full and equal access to the best education the school can offer.
· Make parents/carers aware of their legal responsibilities regarding school attendance.
· Ensure that early help is offered promptly wherever a pupil's attendance gives cause for concern, so that barriers to attendance are identified and addressed before they escalate.
· Set out a consistent, fair and transparent approach to authorising and recording absence.

School education lays the vital foundations of a pupil's life. Absence from school can place pupils at risk and, in some cases, result in them being drawn into patterns of anti-social or unsafe behaviour. As a school we will encourage parents/carers to help their child achieve the maximum possible attendance and will work with families, promptly and sensitively, to identify and resolve any problems that prevent this.

The school has a safeguarding duty of care to all its pupils and regards good attendance as an integral part of that duty. All schools are required to closely monitor attendance and to report concerns to the local authority, or to the Home Office in the case of sponsored international pupils.
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Legal Framework
The Education Act 1996 requires that the parent of every child of compulsory school age causes the child to receive efficient full-time education suitable to their age, ability and aptitude, and to any special educational needs, either by regular attendance at school or otherwise.

The law requires all schools, including independent schools, to maintain an admission register and an attendance register, on which all pupils, regardless of age, must be placed. Kirkham Grammar School adheres to the UKVI Home Office rules regarding the attendance and absence of sponsored international pupils. Further detail on the legal framework, including compulsory school age and the definition of 'parent', is set out at Appendix G.

Regular attendance means attending every session that a pupil is expected to attend, for its full duration, unless there is a statutory reason for absence (see section 3). As an independent school, KGS has regard to the DfE’s expectations of independent schools throughout this guidance; where a specific duty (for example, restricting leave of absence to defined categories, or the requirement for an advance parental request for exceptional circumstances) is expressed as a strict legal requirement only for local-authority-maintained schools and non-maintained special schools, KGS nonetheless applies the same approach as a matter of good practice, save where stated otherwise in this policy. KGS is not a state-funded school and is not, therefore, subject to the mandatory duty on state-funded schools to share daily attendance data automatically with the Secretary of State.

[bookmark: _TocAnchor3003]Principles
High levels of attendance and punctuality are valued across our whole school community. We aim to work with parents/carers so that pupils attend every day and on time, unless the absence is unavoidable. We expect our pupils to achieve 100% attendance but recognise that there may be exceptional or unavoidable reasons for absence, including those relating to persistent health issues, and we will always consider the individual needs of pupils and families who face specific barriers to attendance, mindful of our obligations under the Equality Act 2010 and the UN Convention on the Rights of the Child.

This policy has been developed with regard to the following guidance:
· Working Together to Improve School Attendance (DfE, July 2026)
· Children Missing Education (DfE, September 2025)
· Keeping Children Safe in Education (DfE, statutory guidance, current version)
· Mental health issues affecting a pupil's attendance: guidance for schools (DfE, 2023)
· The School Attendance (Pupil Registration) (England) Regulations 2024
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Responsibilities and Expectations
Improving attendance is a shared endeavour. The following section sets out what pupils, parents/carers, school staff and the local authority can expect from one another, with an emphasis throughout on early, collaborative support rather than sanction as a first response.
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Parents and Guardians
We expect that all parents/carers will:
· Build and maintain an open, communicative relationship with the school, so that any difficulty affecting their child's attendance can be raised and addressed together, at the earliest possible stage.
· Contact school via the Parent App before 9.00 am on each day of absence, citing the reason.
· Ensure regular school attendance and be aware of their legal responsibilities.
· Ensure that their child arrives at school prepared for the school day, punctually and in time for registration; lateness is monitored and may be recorded as an unauthorised absence.
· Inform school in advance of any medical appointments during school time, arranging these outside school hours wherever possible; supporting evidence may occasionally be requested.
· Inform the school as soon as possible about a pupil's reluctance to come to school, or any signs of anxiety about attending, so that any underlying problem, including possible Emotionally Based School Avoidance (see section 4), can be identified and addressed quickly and sensitively.
· Follow the school's application procedures for any request for leave of absence during term time, recognising that leave is not automatically authorised and should only be requested if absolutely necessary.
· Notify school immediately of any changes to contact details, and ensure the school holds more than one emergency contact name, address and telephone number.
· Engage constructively with any early help or support offered by the school to assist their child's attendance, including the Early Help Assessment (EHA) process where appropriate.
· Where possible, discuss attendance concerns face to face or by telephone, as direct conversation is preferable to messages or emails and helps to build the trusted relationship that underpins good attendance.
· Monitor their child's attendance using the Parent App.
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The Head
· Takes overall responsibility for ensuring the school meets its statutory duties regarding attendance.
· Considers each request for leave against the school's criteria and decides whether to authorise it, notifying parents/carers of the decision.
· Grants a leave of absence during term time only where the request meets the specific circumstances set out in the 2024 school attendance regulations, at the Head's discretion.
· Receives regular reports on attendance, including patterns of persistent or severe absence, and on the effectiveness of the school's early help offer.
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Senior Attendance Champion (Assistant Head (Pastoral))
In line with the DfE's statutory guidance, the Assistant Head (Pastoral) acts as the school's Senior Attendance Champion, with strategic responsibility for attendance across the school. Senior Attendance Champion: Nicholas Taylor, Assistant Head (Pastoral) sets a clear vision for improving and maintaining good attendance, built on positive relationships between school and families.
· Establishes and maintains effective, consistent systems for monitoring and improving attendance, and ensures they are followed by all staff.
· Maintains a comprehensive understanding of attendance data and uses it to target support at the pupils and cohorts who need it most, particularly vulnerable groups.
· Ensures early help is offered promptly, before more formal or legal intervention is considered.
· Regularly communicates pupil attendance and punctuality levels to parents/carers and to governors.
· Oversees the school's approach to Emotionally Based School Avoidance (EBSA), working with pastoral staff, the Designated Safeguarding Lead (DSL) and external agencies as required.
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Attendance Manager and Reception
· Maintain accurate daily attendance registers via iSAMS and InVentry, amending registers in line with confirmation from parents/carers.
· Contact parents/carers on the first day of an unexplained absence, for safeguarding purposes.
· Monitor individual, group and whole-school attendance and punctuality, and flag emerging concerns to Heads of Year and the Assistant Head (Pastoral).
· Support the Fylde and Wyre Children Missing Education process where a pupil's whereabouts cannot be established (see section 6).
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Form Tutors, Heads of Year and Pastoral Staff
· Build positive, trusted relationships with pupils and families that make it easy for concerns to be raised early.
· Discuss attendance concerns promptly and sensitively with pupils and parents/carers, seeking to understand the underlying cause of any absence.
· Work with pupils and families to identify and remove barriers to regular attendance, involving external agencies (such as the Local Authority Attendance Service, School Nurses, or Primary Mental Health Workers) where appropriate.
· Promote and celebrate good attendance, for example through assemblies and communication with parents/carers.
· Provide bespoke, graduated support to pupils at risk of persistent absence, including reintegration plans for pupils returning after short- or long-term absence.
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All School Staff
· Provide a safe, welcoming learning environment, particularly for pupils returning after a period of absence.
· Keep regular and accurate records of attendance and punctuality.
· Recognise that absence can be a symptom of wider difficulties and, wherever there is a suspicion of possible abuse, neglect, radicalisation or emerging EBSA, inform the DSL (see Safeguarding Policy no. 15).
· Follow the school's safeguarding policies and procedures, and the UKVI Home Office guidance, for pupils who go missing from education.
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Governors
· Ensure the school's compliance with the School Attendance (Pupil Registration) (England) Regulations 2024.
· Agree this attendance policy and review it at least annually, or sooner if guidance changes, seeking the views of pupils and parents/carers as part of that review. The policy is published on the school website and issued to parents when a pupil joins the school and at the start of each school year.
· Where attendance targets are not being met, or governors believe there is cause for concern, instigate a review of the school's attendance procedures.
· Receive attendance data at least termly, benchmarked against national and similar-school data, and ensure that staff and governors with an attendance role receive appropriate training.
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Pupils
· Attend school every day and punctually, arriving appropriately prepared for the day.
· Discuss promptly with their Form Tutor or Head of Year any problems, including feelings of anxiety or reluctance, that may affect their school attendance.
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The Local Authority (Lancashire County Council)
As our local authority, Lancashire County Council supports the school's attendance work through:
· The School Attendance Support Team, who can advise on attendance-related matters and hold Targeting Support Meetings with the school.
· The School Attendance Legal Team (SALT), who may be asked to undertake enforcement processes where support has not resolved unauthorised absence.
· The Fylde and Wyre Children Missing Education Team (01772 531383), who are contacted where a pupil's whereabouts cannot be established despite all reasonable enquiries.

[bookmark: _TocAnchor9500]Data Monitoring and Vulnerable Pupils
The school analyses attendance data at pupil, cohort and whole-school level at least half-termly, benchmarking against national and similar-school data where available, to identify pupils or groups who need additional support and to target improvement efforts accordingly.

The school pays particular attention to the attendance of pupils who are young carers, have a social worker, are looked after or previously looked after, have a long-term medical condition or special educational needs or disability, or otherwise face barriers to attendance. Where a pupil has an Education, Health and Care Plan, the school will alert the local authority that maintains the plan to any significant attendance concern relating to the pupil's needs.
[bookmark: _TocAnchor3015]
Definitions of Leave and Types of Absence
We expect attendance at school to be 100% unless there are exceptional or unavoidable reasons for absence. Every half-day's absence is classified by the school as either authorised or unauthorised, and parents/carers should always provide clear, detailed and valid reasons for any absence.
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Authorised Absence
An absence is authorised when a pupil has been away from school for a legitimate reason, such as:
· Illness or a medical appointment. There is an expectation that the pupil will attend registration, or return to school after the appointment, depending on where the appointment falls within the school day and the health of the pupil.
· Religious observance – only day(s) exclusively set apart for religious observance by the religious body to which the pupil's parents belong.
· A short, exceptional and unavoidable circumstance for which leave of absence has been authorised by the Head.
The NHS provides guidance to help parents assess whether a child is well enough to attend school: 'Is my child too ill for school?' (nhs.uk).
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Unauthorised Absence
An absence is unauthorised when a pupil is away from school without the permission of the school, even where the parent/carer supports the absence. Examples include:
· No reason has been provided by the parent/carer to support an absence.
· Failure to follow school procedures, or to inform the school, when taking a pupil out of school during term time.
· A leave of absence request that has not been considered an exceptional circumstance.

It is the Head's responsibility to decide whether an absence is authorised or unauthorised; parents/carers offering a reason does not automatically authorise the absence. Where a pupil truants or leaves school without permission, this is regarded as an extremely serious safeguarding and disciplinary matter, and it may be necessary to inform the police that a pupil is missing. Under no circumstances should pupils leave school without permission and without signing out.

[bookmark: _TocAnchor3018]Persistent Absence (PA)
In line with DfE guidance, persistent absence is when a pupil misses 10% or more of their possible sessions across the school year, for any reason, authorised or unauthorised. Absence at this level can damage a pupil's educational prospects and may be detrimental to their wellbeing. Any pupil whose attendance indicates they are likely to reach the PA threshold will be prioritised for support, and parents/carers will be informed promptly so that early help can be put in place (see section 5.2).
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Severe Absence (SA)
Severe absence is when a pupil misses 50% or more of their possible sessions across the school year. This may sometimes be due to a long-term medical condition, though even in such circumstances the pupil remains entitled to a suitable full-time education. Absence at this level will usually require more intensive, coordinated support and intervention from the school, and, where required, the local authority.

Where severe, unauthorised absence continues despite all reasonable support and appropriate provision having been made available, this may constitute neglect. In such cases the Designated Safeguarding Lead will be informed and a safeguarding assessment considered, in line with the school's Safeguarding Policy.

[bookmark: _TocAnchor3020]Leave of Absence during Term Time
The Head will only grant a leave of absence during term time where the request meets the specific circumstances set out in the 2024 school attendance regulations, namely:
· Taking part in a regulated performance or regulated employment abroad.
· Attending an interview.
· Study leave.
· A temporary, time-limited part-time timetable.
· Exceptional circumstances, at the Head's discretion, including the length of time authorised.

All requests should be made via the Parent App, in advance of any booking being made; we politely request that parents await the outcome of a request before making bookings. Holidays and days off for the purpose of leisure or recreation during term time are not considered exceptional circumstances and will not be authorised. Absence taken without agreement, or in excess of any period agreed, will be classed as unauthorised.

Each request is considered on its own individual circumstances; the school does not operate a blanket policy under which leave of absence is granted automatically in response to particular circumstances or events. Leave of absence will not be granted for a pupil to take part in protest activity during school hours.
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Religious Observance
The school will authorise one day's absence per religious festival, marked as code R, being the day set aside by the religious body to which the parent belongs. Any additional leave requested for this purpose must be agreed in advance by the Head as an exceptional circumstance and will be marked as code C.
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Sporting Activities and Regulated Performances
Leave for an approved, supervised sporting activity is marked as code P; leave for a regulated performance (for example theatre, television or modelling, subject to the required local authority licence) is marked as code C1. Both are granted entirely at the Head's discretion, taking into account the length and frequency of absence requested and how the pupil's learning will continue during their absence.

[bookmark: _TocAnchor3023]Emotionally Based School Avoidance (EBSA)
Emotionally Based School Avoidance describes a pupil's difficulty attending school, or a specific part of the school day, due to emotional factors such as anxiety, low mood or stress. It often presents as a pattern of absence, lateness, or repeated requests to leave lessons or go home, rather than as a single identifiable cause, and it can affect any pupil regardless of academic ability or previous attendance history.

Kirkham Grammar School does not treat reluctance to attend school as a straightforward disciplinary matter. We recognise that EBSA is a genuine and often distressing experience for the pupil and their family, and that a punitive response can make the difficulty worse. Our approach is rooted in curiosity, understanding and close partnership with parents/carers, and, where appropriate, the pupil themselves, so that the underlying cause can be identified and the right support put in place at the earliest opportunity.
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Staff, and particularly Form Tutors and pastoral staff, are asked to remain alert to early indicators of possible EBSA, which may include:
· Frequent requests to go to the School Surgery or repeated visits with vague or unexplained physical symptoms, particularly around specific lessons or times of day.
· A pattern of Monday or post-holiday absence, or absence clustering around particular subjects, teachers or social situations.
· Increasing reluctance, tearfulness or distress at drop-off, or reports from parents/carers of similar distress at home.
· A decline in engagement, punctuality or attainment without an obvious cause.
· Parents/guardians raising concerns about their child's anxiety, wellbeing or reluctance to attend.
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Our Approach
· Any concern about possible EBSA is treated as a pastoral and safeguarding priority, not simply an attendance figure to be managed.
· The Form Tutor, Head of Year or pastoral team will make early, sensitive contact with parents/carers to understand what is happening for the pupil, both in and out of school.
· Where a pattern of EBSA is identified, the school will work with the pupil and their family to agree an individual support plan, which may include a phased or flexible reintegration timetable, identified safe spaces or key adults, adjustments to the pupil's day, or referral to internal support such as counselling or learning support.
· With parental consent, the school may refer the pupil and family to external agencies, such as the Children and Family Wellbeing Service, Primary Mental Health Workers, the School Nurse, CAMHS, or the Local Authority School Attendance Support Team, for specialist advice or support.
· Absence relating to EBSA will not automatically be treated as unauthorised; the school will always seek to understand the reason for absence before a decision is made, and will consider whether an Individual Healthcare Plan or other reasonable adjustment is appropriate.
· Progress will be reviewed regularly with the family, and the support plan adjusted as needed, with the shared goal of a sustainable return to full attendance wherever possible.

We would not accept unaddressed ‘school refusal’ as a reason for ongoing non-attendance; rather, wherever a pupil is reluctant to attend, the school will work with parents/carers and the pupil to identify the reasons behind this and to agree specific, achievable strategies to support them back into school. Staff should raise any concern about possible EBSA with the Assistant Head (Pastoral) and, where safeguarding implications are identified, with the DSL.
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REGISTRATION AND ATTENDANCE PROCEDURES
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Registration
A pupil arriving after 8.50 am must report to School Reception and register their arrival using the InVentry system, before going to form tutorial or assembly as appropriate. The Attendance Manager will amend registers in line with confirmation provided by the parent/carer.

Any pupil who needs to leave school before 4.00 pm for an approved educational activity or appointment must report to School Reception and complete the required details on InVentry. Field Days, school trips, and sports fixtures within the school day are deemed approved educational activities.

The register remains open for 10 minutes after the start of each session; this is the same for every session. A pupil arriving after this time but before the register closes is recorded as late; a pupil not arriving at all is recorded as absent.

Registers are legal documents and are retained for at least 6 years. Where an absence is initially recorded as unexplained, the correct code is entered as soon as the reason is known, and no later than 5 working days after the session. Any amendment to a register records the original entry, the amended entry, the reason for the change, the date of the change and the name of the person making it.
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Late Arrival and Punctuality
If a member of staff delays a pupil's arrival to registration or a lesson, the pupil must be given a Late to Lesson card (Appendix E) detailing who they have been with and when they left, to present to their teacher on arrival.

Where a pupil chooses not to attend a lesson, the Head of Department/Head of Year must report the act of truancy to parents/carers; any pupil found truanting is liable to school sanctions, in line with the Absence from Lesson process (Appendix C).
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During the School Day
If a pupil becomes unwell during the school day they must ask permission from a member of staff to go to the School Surgery. If the Surgery Manager judges the pupil is not well enough to remain in school, they will contact parents/carers to arrange collection and notify staff via the ‘Absence From Lesson’ email. Pupils must never contact parents/carers directly to arrange to go home, and must always sign out at Reception when leaving with a parent/carer.

Unacceptable reasons for absence are dealt with by the Assistant Head (Pastoral) in the first instance; the Head is kept informed and may become involved in more serious cases.
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SCHOOL ATTENDANCE PROCEDURES
[bookmark: _TocAnchor3031]
First Day of Absence
Parents/guardians must contact school via the Parent App before 9.00 am on each day of absence, citing the reason, for safeguarding purposes. If we have not heard from a parent/carer, we will make contact to establish the reason for absence and, if necessary, contact emergency contacts.

[bookmark: _TocAnchor3032]Attendance Concerns and Early Help
Parents/guardians are expected to contact school at an early stage and to work with us to resolve attendance problems together; this is nearly always successful. Where concerns persist, or absences are unexplained, the school will use a graduated range of supportive interventions, always seeking to understand and remove the underlying barrier to attendance before considering more formal steps:
· A conversation with, or letter to, parents/carers to share the school's concern about their child's attendance, and to invite their perspective.
· Where there is uncertainty about the reason for absence, a request for appropriate supporting evidence.
· Invitation to a meeting with the Form Tutor, Head of Year, pastoral staff, or the Assistant Head (Pastoral), to discuss concerns and agree next steps together.
· An individual attendance support plan, agreed jointly with the family, identifying barriers to regular attendance, the support to be put in place, and targets for improvement. A formal attendance contract is a distinct legal mechanism which, for an independent school, is arranged through the Local Authority rather than by the school directly.
· The Early Help Assessment (EHA) process and/or referral, with consent, to external agencies such as the School Nurse, Primary Mental Health Workers, the Children and Family Wellbeing Service, or the Local Authority School Attendance Support Team.
· Incentive and reward schemes to recognise improved attendance, where appropriate.
· Only where support has not been successful, or has not been engaged with, and for unauthorised absence, referral to the Local Authority for legal intervention.

At any stage the school may seek advice from the Local Authority School Attendance Support Team.

[bookmark: _TocAnchor3033]Pupils with Medical Needs
Where a pupil has a medical condition affecting attendance, the school will work with parents/carers and relevant health professionals to minimise the amount of education missed, which may include reasonable adjustments, an Individual Healthcare Plan, or, where necessary, sourcing appropriate provision at another establishment. Following an extended absence, the Assistant Head (Pastoral), Form Tutor and pastoral staff will work closely with the family to plan a smooth and well-supported reintegration.

The school will only request medical evidence to support an absence where a pupil's health needs are complex, long-term or frequently recurring. Where a pupil is absent through illness for 15 school days or more, whether consecutively or cumulatively, in a school year, the school notifies the local authority, in line with its statutory sickness return duty.
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Promotion of Good Attendance
· Form Tutors praise and celebrate good attendance and punctuality, and improvements in either.
· Where appropriate, a pupil's attendance and punctuality is commented on in their end-of-term report.
· The school communicates clearly and regularly with parents/carers about what good attendance looks like for their child, sharing data through the Parent App. Wherever possible, the school explains attendance and absence in terms of days or lessons missed, rather than percentages alone, and communicates in a supportive, non-judgemental tone unless a formal process has been reached.
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Low Attendance and Escalation
The Assistant Head (Pastoral) monitors unauthorised absence, particularly where pupils go missing on repeated occasions (see Appendix A). Where a pupil has 10 consecutive school days of unexplained absence, and all reasonable steps to establish their whereabouts have been taken without success (including calling home, letters home, and contacting any known family or professional contacts), the school will refer to the Fylde and Wyre Children Missing Education Team (01772 531383).

All members of school staff have a safeguarding responsibility to identify trends in attendance and lateness; any concerns should be raised with the Attendance Manager. Where there are concerns, parents/carers will always be informed by letter and/or telephone conversation and given the opportunity to meet with designated staff.

The school provides the local authority with the names and addresses of pupils who have been absent for 10 or more consecutive school days under an unauthorised code, at least once a month, in line with its statutory attendance return duty. The school recognises that a child missing education can be a warning sign of neglect, abuse, or child criminal or sexual exploitation, and treats all such cases as a safeguarding priority.

[bookmark: _TocAnchor9600]Legal Intervention
Where unauthorised absence continues despite support having been offered and not engaged with, or where support would not be appropriate (for example, an unauthorised term-time holiday), the Local Authority may consider formal or legal intervention under the National Framework for Penalty Notices. This may include a Notice to Improve, a penalty notice, an education supervision order or, as a last resort, prosecution. These are Local Authority powers, not the school's own; KGS's role is to provide accurate attendance information and to work with the Local Authority throughout this process.

[bookmark: _TocAnchor3036]Registration and Attendance in the Sixth Form
The Sixth Form has attendance patterns that are distinct from the rest of the Senior School, reflecting the greater independence and responsibility expected of Sixth Form pupils, including permission, in defined circumstances, to be off-site during the school day. This section sets out the additional arrangements that apply.
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Registration
Pupils must register with their Tutor each day at 8.50 am. A pupil arriving after 8.50 am must sign in using the InVentry system at School Reception on arrival. In addition to tutor registration, a register is also taken in every timetabled lesson, monitored by the Head of Sixth Form.
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Reporting Absence
Absence should be reported by parents/carers via the Parent App or the absence reporting line before 9.00 am on the day of absence, in the same way as for the rest of the school.
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Off-Site Permission and Free Periods
Where a Sixth Form pupil has no timetabled lesson after 2.00 pm, they may seek permission from the Head of Sixth Form to leave the premises for the remainder of the day; this is granted entirely at the Head of Sixth Form's discretion. Pupils wishing to sign out during a free period or break may do so by signing out and back in at School Reception using InVentry; this privilege is intended for short local errands only and may be withdrawn if abused.

Because Sixth Form pupils may legitimately be off-site at points in the day, attendance in the Sixth Form cannot be reliably captured by morning and afternoon registration alone. The school therefore monitors Sixth Form attendance on a lesson-by-lesson basis, as set out below, rather than on the AM/PM basis used for the rest of the school.
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Lesson-by-Lesson Monitoring
· Every timetabled lesson is registered individually, and the Head of Sixth Form reviews lesson-level registers to identify any pattern of non-attendance at particular subjects, teachers, or times of day.
· A pupil's overall Sixth Form attendance percentage is calculated and reported on a lesson-by-lesson basis, rather than an AM/PM basis, so that it accurately reflects attendance at all timetabled commitments, including those falling later in the day.
· Where a pupil does not attend a timetabled lesson, this is followed up in line with the Absence from Lesson process (Appendix C), and any pattern of concern is raised with the Head of Sixth Form and the Assistant Head (Pastoral).
[bookmark: _TocAnchor3041]
Non-Attendance at a Scheduled Lesson
· Any planned non-attendance at a scheduled lesson (for example, for a university open day, driving test, medical appointment, or other commitment) must be agreed with the Head of Sixth Form in advance; pupils and parents/carers should not assume that non-attendance at a lesson will be authorised without this prior agreement.
· Where a pupil does not attend a scheduled lesson, whether planned or unplanned, parents/carers will be informed, so that they have full visibility of their child's attendance at individual lessons and not solely of whole-day attendance.
· Persistent or unexplained absence from scheduled lessons will be addressed through the same graduated, supportive approach set out in section 6.2, working with the pupil and their family to understand and remove any underlying barrier.

[bookmark: _TocAnchor3042]Sign-Out Procedure
Sixth Form pupils leaving the site, whether during a free period, at the end of their timetabled day, or with permission for another reason, must sign out and, where relevant, sign back in using InVentry at School Reception, so that the school always knows who is on or off site.
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School Nursery and Early Years Foundation Stage (EYFS)
Kirkham Grammar School's Nursery provides for children in the Early Years Foundation Stage (EYFS), below compulsory school age. The principles of this policy – in particular, working in partnership with families, building good relationships, and offering early help – apply just as much to our youngest children as to the rest of the school, alongside the specific requirements of the Statutory Framework for the Early Years Foundation Stage.
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Registration
In line with the Education Act 1996 and the School Attendance (Pupil Registration) (England) Regulations 2024, all pupils, regardless of age, must be placed on the school's admission register and have their attendance recorded on the attendance register; this includes children in the Nursery.

· Nursery staff record attendance at the start of each session using iSAMS, maintaining an accurate, up-to-date record of every child present, in line with the EYFS Statutory Framework's safeguarding and welfare requirements, including staff:child ratios.
· Parents/carers (or another named, authorised adult) must sign their child in and out at the start and end of each session, so that the school always knows exactly who is on site.
· Where a child does not arrive for an expected session and no reason has been given, the key person or Nursery staff will contact parents/carers promptly, in the same way as for the rest of the school, for safeguarding purposes.

[bookmark: _TocAnchor3045]Attendance Expectations Below Compulsory School Age
Children in the Nursery are below compulsory school age. The legal duty on parents to secure their child's regular attendance under section 7 of the Education Act 1996, and the offence provisions under section 444, therefore do not apply, and the formal term-time leave and legal intervention arrangements set out elsewhere in this policy are not used for Nursery children.

Nonetheless, in line with the DfE's Working Together to Improve School Attendance guidance, we encourage and support every child, whatever their age, to attend as regularly and consistently as possible. Regular attendance in the early years supports a child's development, social confidence, language and school readiness, and helps them settle well ahead of their eventual transition into compulsory schooling. Where a child holds a funded early education place, regular attendance also helps the school and family make full and appropriate use of that funded entitlement; significant or sustained patterns of non-attendance affecting a funded place may need to be discussed with the Local Authority's Early Years and Childcare Service.

[bookmark: _TocAnchor3046]Working with Families
· Each child's key person is alert to any unexplained or emerging pattern of absence and will raise this warmly and informally with parents/carers in the first instance, seeking to understand what is happening for the child and family.
· Where a pattern of absence continues or a concern remains, Nursery staff will involve the Assistant Head (Pastoral), following the same graduated, supportive approach to early help set out in section 6.2 of this policy, but without recourse to the formal legal escalation routes used for pupils of compulsory school age.
· Nursery staff recognise that absence in very young children is nearly always explained by illness or family circumstance rather than by the child's own choice, and are often well placed to notice wider welfare or family concerns; any such concerns are shared with the Designated Safeguarding Lead in line with the school's Safeguarding Policy.

[bookmark: _TocAnchor3047]Safeguarding and the Transition to Compulsory School Age
Where an absence pattern raises safeguarding concerns, or a Nursery child appears to be missing from education, staff follow the same procedures as for the rest of the school (see sections 6.5 and 10.3), as the duty to safeguard and to know the whereabouts of every child applies equally to our youngest pupils.

A child becomes of compulsory school age at the start of the term following their fifth birthday. The school will inform parents/carers when this transition applies to their child and will explain that, from that point, the full legal responsibilities and procedures set out elsewhere in this policy, including in section 2.1 and Appendix G, will apply.

[bookmark: _TocAnchor3048]Boarding House Pupils
Classroom attendance: boarding pupils are expected to attend all scheduled lessons, activities and study sessions unless there is a valid reason for absence, such as illness. Excessive or unexplained absence from classes or scheduled activities may result in consequences.

Reporting absences: in the case of illness or another legitimate reason for absence, this is reported by the Head of Boarding to the Attendance Manager. If a boarding pupil is unable to return to the Boarding House after a weekend at home due to illness, the parent/carer must confirm this in writing to the Head of Boarding. Where a sponsored international pupil does not return to the Boarding House due to illness while at home, the appropriate UKVI reporting process will be followed and online teaching restrictions adhered to.

Boarding House attendance rules: boarding pupils are expected to be present in the house by the specified curfew unless they have prior approval to be out. Pupils wishing to leave the Boarding House for personal reasons must seek permission from the Head of Boarding, and must follow the formal sign-out/check-in procedure so that their whereabouts are always known, contributing to their safety.

Weekend and holiday leave: pupils may go home or visit friends/family at the weekend with the prior approval of the Head of Boarding, and are expected to return for roll call by 8.30 pm on Sunday evening. Where an overseas pupil requires special consideration to allow time to travel within term time, a request must be made in writing directly to the Head in advance.

[bookmark: _TocAnchor3049]Notifications the school must submit to the Local Authority
[bookmark: _TocAnchor3050]
Admissions and Leavers
The school notifies the local authority within five days of a pupil's name being added to, or removed from, the admission register, using the Lancashire County Council notification forms (see Appendix A) sent securely to onroll@lancashire.gov.uk or offroll@lancashire.gov.uk as appropriate. iSAMS is updated as a record of this action.

A pupil’s name is only removed from the admission register where one of the reasons set out in regulation 9 of the School Attendance (Pupil Registration) (England) Regulations 2024 applies.

[bookmark: _TocAnchor3051]Pupils Who Fail to Attend
Pupils failing to attend school regularly, or missing 10 days or more without authorisation, are reported to the local authority.  For sponsored international pupils (those studying on a Child Student or Student Visa), the school also reports to UKVI through the Sponsorship Management System, within 10 working days of a pupil missing 10 consecutive sessions without the school's permission.  Authorised absences, such as illness, are not counted towards this total.  Care Guidance and Support meet weekly to register any such changes regarding attendance; the Assistant Head (Pastoral) is responsible for these records (see Appendix A).

[bookmark: _TocAnchor3052]Children Missing Education
Where a pupil has stopped attending and their whereabouts are unknown, the school makes reasonable enquiries, jointly with the local authority, to establish where the child is, before the pupil's name is removed from the register. Referral is made to the Fylde and Wyre Children Missing Education Team (01772 531383) where required (see section 6.5).
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[bookmark: _TocAnchor3053]Appendix A
Keeping Children Safe in Education / LA Notification Forms

[bookmark: _GoBack]Pupils' attendance is monitored by Form Tutors and the Attendance Manager through the daily register. Patterns of poor attendance are raised with Heads of Year and the Assistant Head (Pastoral). Pupils failing to attend school regularly, or missing 10 days or more without authorisation, are reported to the local authority, and sponsored international pupils who miss 10 consecutive sessions without the school's permission are reported to UKVI within 10 working days.  The attached forms are sent to onroll/offroll@lancashire.gov.uk and a record kept on the pupil file; iSAMS is also updated as a record of this action. Care Guidance and Support meet weekly to register any such changes; the Assistant Head (Pastoral) is responsible for these records.
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[bookmark: _TocAnchor3054]Appendix B
A Guide to Registration Codes	

The table below sets out the full national set of attendance and absence codes specified in ‘Working Together to Improve School Attendance’ (DfE, July 2026), chapter 8. 
	Code
	Meaning
	Guidance

	Attending the school

	/
	Present (morning session)
	Pupil physically present in school during morning registration.

	\
	Present (afternoon session)
	Pupil physically present in school during afternoon registration.

	Attending a place other than the school (approved educational activity)

	B
	Attending any other approved educational activity
	Used only while the pupil is actually present at an approved off-site educational activity, eg transition days or college taster sessions. Must not be used for remote or online learning, for a part-time timetable, or where dual registration (code D) applies, and must not be used as a blanket code.

	D
	Dual registration
	Used when a pupil is also registered at, and attending, another school at which they are dual registered; attendance is recorded there in line with the dual registration arrangement.

	K
	Education arranged by the local authority
	Used when a pupil is attending provision arranged by the local authority under section 19 of the Education Act 1996 or section 42/61 of the Children and Families Act 2014, for example alternative provision or provision under an EHC plan.

	P
	Approved sporting activity
	Used where a pupil is attending an approved sporting activity, supervised by an appropriately skilled and safeguarding-checked person, with arrangements for the provider to notify the school of any absence.

	V
	Educational visit or trip
	Used for an educational visit or trip organised by the school and supervised by school staff.

	W
	Work experience
	Used for approved work experience, supervised appropriately, with arrangements for the provider to notify the school of any absence.

	Absent – leave of absence

	C
	Leave of absence: exceptional circumstances
	Used at the Head’s discretion for exceptional circumstances, considered individually on their merits. A holiday or other absence for leisure or recreation is not considered an exceptional circumstance and will not be authorised; the school does not operate a blanket policy of automatically granting leave for particular events.

	C1
	Leave of absence: regulated performance or employment abroad
	Used where the pupil holds a licence for a performance regulated under the Children and Young Persons Act 1963, a Body of Persons Approval, or a Justice of the Peace licence to perform abroad.

	C2
	Leave of absence: part-time timetable
	Used for a temporary, time-limited part-time timetable for a pupil of compulsory school age, agreed between the school and the parent the pupil normally lives with, for exceptional reasons. Not used to manage behaviour.

	J1
	Leave of absence: interview
	Used for an interview for another educational institution or for employment, requested in advance by a parent.

	M
	Leave of absence: medical or dental appointment
	Used for a medical or dental appointment that could not reasonably be made outside school hours. Not used for hospital in-patient stays (see code I).

	R
	Leave of absence: religious observance
	Used for a single day exclusively set apart for religious observance by the religious body to which the pupil’s parents belong. Any further days are recorded using another appropriate code, at the Head’s discretion.

	S
	Leave of absence: study leave
	Used for study leave for public examinations only, agreed in advance with a parent. Not used for internal or mock examinations, and used sparingly.

	T
	Leave of absence: traveller pupil (occupational travel)
	Used for a pupil of no fixed abode who is travelling with their parents for occupational purposes, where the pupil is dual registered at a base school and has attended for at least 200 sessions.

	Absent – other authorised reasons

	E
	Suspended or permanently excluded, no alternative provision
	Used where a pupil is suspended or permanently excluded and no alternative provision has been arranged.

	I
	Illness
	Used where a pupil is absent due to illness. Medical evidence is only requested in a minority of cases, generally where a pupil’s health needs are complex, long-term or frequently recurring. Where illness reaches or is likely to reach 15 school days (consecutive or cumulative) in a school year, a sickness return is made to the local authority.

	Absent – unable to attend because of an unavoidable cause

	Q
	Lack of access arrangements
	Used where the local authority has a duty under regulation 10(12) or (13) to make access (transport) arrangements to enable the pupil’s attendance and has failed to do so.

	Y1
	Transport not available
	Used where a pupil lives beyond the statutory walking distance from school and the transport normally provided for them is not available.

	Y2
	Widespread disruption to travel
	Used for local, national or international emergencies that disrupt travel, for example severe weather.

	Y3
	Part of the school premises closed
	Used where part of the school site is closed (for example due to a boiler breakdown, flooding or strike action) and affected pupils cannot be accommodated elsewhere on site.

	Y4
	Whole school site unexpectedly closed
	Used where the whole school closes unexpectedly. Not used for a planned closure (see code #).

	Y5
	Pupil in criminal justice detention
	Used where a pupil is in police detention, remanded, or serving a period of detention, and is therefore unable to attend.

	Y6
	Public health guidance or law
	Used where a pupil’s attendance would be contrary to guidance on, or legislation relating to, the incidence or transmission of infection or disease.

	Y7
	Any other unavoidable cause
	Used only in genuinely exceptional and unavoidable circumstances not covered by another code. The specific reason must be recorded on the register, as the DfE monitors use of this code closely.

	Absent – unauthorised absence

	G
	Holiday not granted by the school
	Used where a pupil is absent for a holiday or other recreational purpose that the school has not authorised. Leave of absence cannot be granted retrospectively.

	L
	Late arrival before the register has closed
	Used where a pupil was absent when the register started being taken but arrives before the register closes (see section 5.1). Counted as attending for statistical purposes. Patterns of late arrival are monitored and addressed.

	N
	Reason for absence not yet established
	Used temporarily while the reason for absence is established. The correct code is entered as soon as the reason is known and no later than 5 working days after the session.

	O
	Absent for other or unknown reasons
	Used where no reason for absence has been established, or the reason given is not accepted by the school.

	U
	Arrived after the register closed
	Used where a pupil arrives after the register has closed (see section 5.1) but before the end of the session.

	Administrative codes (not counted for statistical purposes)

	X
	Not required to attend
	Used where a pupil below or above compulsory school age is not required to attend a session under their timetable. Not used where the pupil is timetabled to attend; the appropriate absence code is used instead.

	Z
	Prospective pupil not yet on admission register
	Used before a pupil’s agreed start date, to allow the school to set up registers in advance of admission.

	#
	Planned whole school closure
	Used for planned non-pupil days, for example INSET days, holidays between terms, and use of the school as a polling station.


[bookmark: _TocAnchor3055]
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Appendix C 
Absence from Lesson Process
[bookmark: _TocAnchor3056]
Email Notification
A teacher reports a pupil's absence by sending an email to the Absence from Lesson Team.
[bookmark: _TocAnchor3057]
Acknowledgment and Initial Check
A team member confirms they are handling the situation and checks the attendance register to verify whether the absence is an error, or the pupil has been marked present earlier in the day. Reception or the Attendance Manager is also contacted in case the pupil has signed in late, or left for an authorised reason (for example LAMDA/music lessons, rehearsals, fixtures, trips, a parental meeting, or the Student Wellbeing Office).
[bookmark: _TocAnchor3058]
Search for the Pupil
A designated team member collects a walkie-talkie (or uses their own mobile phone) from reception and searches the school premises, including recent classrooms, toilets, the library, and, if necessary, the school grounds.
[bookmark: _TocAnchor3059]
Pupil Located – Next Steps
· If the pupil has returned to class, the teacher sends a follow-up email confirming the pupil's return, and Reception lets staff searching for the pupil know.
· If the pupil is located elsewhere, the team member informs Reception/the Attendance Manager of the pupil's whereabouts; next steps may include escorting the pupil back to class or notifying the Student Wellbeing Office/safeguarding team if there are concerns.
[bookmark: _TocAnchor3060]
Escalation Procedure
If the pupil is not found within 15 minutes: senior staff and the Student Wellbeing Office/safeguarding team are notified; a second, more detailed search is conducted (including outdoor areas, toilets, and known pupil hangout areas); and classmates or friends are checked with to gather information on the pupil's last known location.
[bookmark: _TocAnchor3061]
Parent/Guardian Communication
If the pupil remains unaccounted for after all checks in step 5, the designated senior staff member or safeguarding team will contact the parent/carer to confirm whether the pupil is at home, or has left the school premises, and to gather any relevant information about their whereabouts.
[bookmark: _TocAnchor3062]
Documentation and Follow-Up
Every case where a pupil was unaccounted for more than 15 minutes, with no legitimate reason for absence, is recorded in CPOMS, noting: the time of the absence report; the steps taken to locate the pupil; and the outcome (returned to class, found elsewhere, escalated, sanctions). Frequent absences are flagged for further monitoring and pastoral support.
[bookmark: _TocAnchor3063]
Additional Preventative Measures
· Pattern tracking: where a pupil frequently misses lessons, their absence is reviewed by the pastoral team/DSL/DDSLs for possible intervention.
· Staff briefings: vulnerable pupils who have been unaccounted for, or who have poor time management, are shared with all staff, who report absence from lessons at the start of the lesson and take proactive measures (for example, seating arrangements, check-ins).
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[bookmark: _TocAnchor3064]Appendix D
Kirkham Grammar School iSAMS User Guide – Registration

The following pages set out how staff take and amend the daily register on iSAMS.
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[bookmark: _TocAnchor3065]Appendix E
Late to Lesson Card
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[bookmark: _TocAnchor3066]Appendix F 
Every Day Counts
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[bookmark: _TocAnchor3067]Appendix G 
School Attendance and the Law

[bookmark: _TocAnchor3068]Duty to Ensure Children Receive Education
Section 7 of the Education Act 1996 requires that the parent of every child of compulsory school age causes them to receive efficient full-time education suitable to their age, ability and aptitude, and to any special educational needs, either by regular attendance at school or otherwise.

[bookmark: _TocAnchor3069]Offence if a Child Does Not Attend Regularly
Under section 444 of the Education Act 1996, if a child of compulsory school age who is a registered pupil fails to attend regularly, their parent is guilty of an offence. The only defences available are those listed in that section: that the child was absent with leave granted by the school; that the child was prevented from attending by sickness or any unavoidable cause; or that the absence was on a day exclusively set apart for religious observance by the religious body to which the parent belongs.
[bookmark: _TocAnchor3070]
Compulsory School Age
Section 8 of the Education Act 1996 establishes that a child becomes of compulsory school age on the start date of the term following their fifth birthday, or on that day if it falls on the first day of term, and ceases to be of compulsory school age on the last Friday in June in the academic year in which they reach 16, or, if they reach 16 after that date, at the start of the next school year.

[bookmark: _TocAnchor3071]Legal Definition of 'Parent' in Relation to Attendance
Section 576 of the Education Act 1996 defines 'parent', in relation to a child, as including any person who is not a parent of the child but who has parental responsibility for them, or who has care of them. This means the definition covers all natural parents, married or not, and any person who, although not a natural parent, has parental responsibility for or care of a child.

[bookmark: _TocAnchor3072]Key Guidance and Regulations
· Working Together to Improve School Attendance, DfE statutory guidance, July 2026 – explains which codes schools should use to record attendance and absence, and sets out the DfE's expectations of schools and local authorities.
· Children Missing Education, DfE statutory guidance, September 2025.
· The School Attendance (Pupil Registration) (England) Regulations 2024.
· Keeping Children Safe in Education, DfE statutory guidance, regularly updated.
· Mental health issues affecting a pupil's attendance: guidance for schools, DfE, 2023.
· Arranging education for children who cannot attend school because of health needs, DfE statutory guidance, 2023.
· Supporting pupils at school with medical conditions, DfE statutory guidance, 2015.
· The UN Convention on the Rights of the Child and the Equality Act 2010, and the associated Technical Guidance for Schools in England published by the Equality and Human Rights Commission.
· The Children (Performances and Activities) (England) Regulations 2014.
· Data Protection Act 2018 – see the school's Privacy Notice for how personal data is used.
· Summary table of responsibilities for school attendance, DfE.
· A guide for schools on communicating with parents about attendance, DfE, June 2026 (non-statutory).
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