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Compulsory School Age 

A child reaches the end of compulsory school age on the last Friday in June of the academic 
year in which they turn 16. Until they are 18, they must either: 

• Stay in full-time education 
• Start an apprenticeship or traineeship 
• Work or volunteer (for 20+ hours per week) while in part-time education or training 

Aim 

Devonport High School for Girls (DHSG) is committed to ensuring that every student can 
access a full and effective educational experience. We recognise that high attendance is a 
key factor in achieving academic success, emotional wellbeing, and a sense of belonging. We 
prioritise building strong, trusting relationships with students and their families, and we 
recognise that early support prevents escalation. 

Objectives 

• To safeguard student welfare, health, social and emotional development 
• To encourage full attendance and punctuality 
• To maintain accurate attendance records 
• To communicate openly with families 
• To identify causes of non-attendance and intervene early to address causes of 

absence 
• To reward positive attendance 
• To collaborate with external agencies when needed 
• To review attendance data regularly and reduce inequalities 
• To create a sense of belonging in school so students want to attend 

Legal Framework 

This policy complies with: 

• Working Together to Improve School Attendance (DfE, Aug 2024) 
• Education Act 1996, Education Act 2002, Education and Inspections Act 2006 
• Education (Pupil Registration) Regulations (2006–2016) 
• Education (Penalty Notices) (Amendment) Regulations 2013 

National Expectations 

• Persistent Absence (PA): below 90% 
• Severe Absence (SA): below 50% 
• Good attendance benchmark: 95%+ 
• Sixth Form benchmark: also 95%+ 

 



Parental Duty Under the Education Act 1996 

 

Under Section 7 of the Education Act 1996, it is the legal duty of every parent to ensure 
their child receives an education. The law states: 

• “The parent of every child of compulsory school age shall cause them to 
receive efficient full-time education suitable — (a) to their age, ability and 
aptitude, and (b) to any special educational needs they may have, either by 
regular attendance at school or otherwise.” 
 

At DHSG, we recognise the vital role parents and carers play in ensuring their child 
attends school regularly and punctually. We aim to work in partnership with families to 
remove barriers and support every student in accessing their right to a full and enriching 
education. 

Term-time holiday 
Head Teachers may not grant any leave of absence during term time unless there are 
exceptional circumstances. Head Teachers should determine the number of school days a 
child can be away from school if the leave is granted. Parents/Carers should complete the 
school’s online leave of absence request form no less than 20 days before the holiday is due 
to commence. If a parent/carer feels they request should be considered as exceptional 
circumstances a letter addressed to the Head Teacher should accompany the request. 

Penalty Notices (from August 2024) 

• Issued when 10 unauthorised sessions (5 days) occur within any rolling 10-school-
week period 

• £80 fine if paid in 21 days; £160 if paid in 28 days 
• 2 fines in 3 years = £160 fine with no reduction 
• 3rd offence = possible court action 
• Notice to Improve replaces former warning letters 
• After a penalty notice, the absence clock resets, and the chronology begins again 
• Notice to Improve period is 6 weeks, during which support is monitored 
• Notice to Improve follows an Attendance Action Plan and a formal meeting with the 

Deputy Headteacher for Inclusion, who also sends the letter 
• See Plymouth LA flowchart (See appendix) 

Leave of Absence requests 

If possible, we would like all medical appointments to occur outside of school hours, 
however, it this is not possible you will need to complete the school’s online leave of 
absence request form which can be found on the school’s website. 

 



Belonging and Early Support 

At DHSG, we recognise that students are more likely to attend regularly and engage fully 
when they feel known, understood, and valued. Our approach centres on creating a sense of 
belonging from the earliest stages of intervention.  

Tutors and pastoral staff play a central role in developing strong, supportive relationships 
with students and their families. Home visits are carried out with the ethos of “checking in, 
not checking up”, and if a visit cannot be undertaken, we may utilise Microsoft Teams or 
WhatsApp video check-ins to maintain a connection with families. Where a home visit is 
attempted but no one answers, staff will leave a calling card to let the family know we have 
tried to make contact. It is vital that we get to know each family early and proactively, 
building trust well before thresholds for more formal intervention are crossed.  

We offer ‘soft start’ mornings and other supportive reintegration options for students 
returning from a period of absence. Reduced or part-time timetables are considered only as 
a last resort, must be time-limited, and require agreement from the Designated 
Safeguarding Lead (DSL) with regular review to ensure the student is supported to return to 
full-time education as quickly as possible. 

Staged Approach to Managing Persistent Absence <90% 

Stage 1 – Early Identification and Prevention 

• Flag students under 95% using attendance software 
• Tutor conversations during pastoral time 
• Head of House (HoH) sends early support letter/email 
• Attendance Officer meets weekly with Deputy Head (Inclusion) 

Stage 2 – Targeted Support 

• Phone calls by Attendance Officer 
• Meetings with Student Support Officer (SSO) 
• Subject teachers offer catch-up help 
• First intervention letter sent 

Stage 3 – School-Level Interventions 

• Attendance Action Plan created in meeting with family and HoH 
• Assign a mentor or key adult 
• Reward progress (certificates, privileges, tutor praise) 

Stage 4 – Multi-Agency Involvement 

• Refer to Early Help, CAMHS, family workers 
• Conduct supportive home visits 
• Hold Attendance Panel meeting with SLT 



Stage 5 – Legal Enforcement 

• Final warning letter issued 
• Notice to Improve period starts 
• LA involvement in ESO or prosecution considered if no improvement 

Authorised and Unauthorised Absence 

Authorised: 

• Medical appointments (evidence required when a student is persistently absent i.e. 

attendance is <90%) 

• Religious observance  
• Family bereavement 

Unauthorised: 

• Shopping, birthdays, family illness 
• Late arrivals after registers close 
• Term-time holidays  
• Persistent illness without evidence 

Roles and Responsibilities 

Form Tutors 

• Return ‘Unexplained Absences’ report to the Attendance Officer and Sixth Form 
Administrator at the end of Tutor period. 

• Maintain communication with Attendance Officer, Sixth Form Administrator, HoH 
and SSO where there are concerns. 

• Inform the DSL if attendance or punctuality patterns raise welfare concerns. 

Teaching Staff 

• Take punctual and accurate registers at the start of each lesson. 
• Record concerns in the ‘Comment Field’ rather than applying unauthorised codes. 
• Use a paper register if SIMS/Edulink is inaccessible. 

Attendance Officer 

• From 08:00, respond to absence calls from parents and check overnight 
answerphone messages. 

• Inform Form Tutor, HoH, DSL or SSO of concerns. 
• Ensure all registers are completed; follow up missed registers. 
• Contact families of any student who is missing from Period 1 without explanation or 

contact from home. 
• Run first-day absence and late reports; update attendance records. 



• Meet Attendance Champion Deputy Head Teacher (DHT) Inclusion Lead weekly to 
discuss and monitor absence  

• Liaise with the DSL to cross-reference absence and safeguarding. 
• Coordinate iDASH reports and disproportionality charts. 

Sixth Form Administrator 

• Monitor Sixth Form attendance in liaison with Head of Sixth Form (Ho6th) and 
tutors. 

• Send out unexplained absence reports fortnightly. 
• Sign in students late to registration. 
• Escalate persistent absence via green → yellow → pink → red → black letters and 

meetings. 

Main Office Admin Team 

• Answer attendance calls from 08:00. 
• Record absence information or pass it to Attendance Officer. 

Deputy Headteacher for Inclusion – Attendance Champion 

• Named Senior Leadership Team (SLT) lead responsible for attendance strategy and 
culture. 

• Line management of Attendance Officer. 
• Chairs weekly inclusion, safeguarding and SEND meetings. 
• Ensures training, oversight, and consistency across all phases. 
• Liaises with Trustees and Local Authority when required. 

Parents/Carers 

• Keep contact details updated. 
• Notify the school on the first day of absence. 
• Provide medical evidence if requested. 
• Arrange appointments outside school hours. 
• Ensure prompt arrival and arrange alternative transport during disruptions. 
• Promote good attendance and request only exceptional leave. 

Students 

• Attend registration on time (08:50 and 14:35). 
• Explain absences and bring notes or medical evidence. 
• Sign in/out when arriving late or leaving site. 
• Raise attendance concerns with tutors, HoH, or Sixth Form staff. 

Sixth Form Monitoring Routine 

• Letter sequence: Green → Yellow → Pink → Red → Black. 
• Weekly tutor meetings for attendance <90%. 



• Interventions escalate through Assistant Head of Sixth Form to Head of Sixth Form 
and final parental meeting. 

Authorised Absence  

Examples include: 

• Medical appointments with evidence. 
• Religious observance  
• Family bereavement. 

Unauthorised Absence  

Examples include: 

• Shopping trips, birthdays, sibling illness. 
• Late arrivals after close of registration. 
• Truancy 
• Term – time holidays (unless exceptional circumstances at the Head Teacher’s 

discretion) 
• No medical evidence for persistent absence. 
• Minding other younger children in family 
• Relative visiting 
• Death of pet 
• Because holidays are cheaper in term time 
• Menstruation 
• More than one day for a family wedding  

Emotionally Based School Avoidance (EBSA) 

Emotionally Based School Avoidance (EBSA) is a recognised psychological condition, often 
formally diagnosed, which can significantly impact a student's ability to attend school. At 
DHSG, we understand the complex nature of EBSA and the need for a compassionate, multi-
agency response. Early conversations are encouraged between families and school staff, 
including the SENCO, Designated Safeguarding Lead (DSL), Head of House (HoH), and 
Student Support Officer (SSO), to identify concerns and explore appropriate support.  

Parents and carers are also encouraged to seek medical advice from their GP or contact NHS 
111 if they are concerned about their child’s emotional wellbeing or school-related anxiety. 

Reduced Timetables and Phased Returns 

Reduced timetables and phased returns are used only in exceptional circumstances where 

they are deemed to be in the best interests of the student. All such arrangements must be 

overseen by the Designated Safeguarding Lead (DSL) to ensure they are safe, proportionate, 

and necessary. These arrangements must be time-limited, regularly reviewed, and clearly 

documented. Before any part-time provision is considered, the school will explore softer 



reintegration options, such as ‘soft starts’ or supportive morning routines. Where a reduced 

timetable is agreed, it will be coordinated by the DSL in collaboration with the SENCO and 

Inclusion Lead, and families will be fully involved in the planning and review process to 

support a swift return to full-time education. 

Religious Observance 

DHSG recognises the importance of religious observance within a diverse school community. 
In accordance with statutory guidance, the school will authorise absence for religious 
observance where the day is exclusively set apart by the religious body to which the 
parent/carer belongs. The number of days authorised is at the discretion of the Head 
Teacher and will usually be limited to one day per festival. Requests for additional days will 
be considered on a case-by-case basis and may be unauthorised if they exceed reasonable 
expectations. Where required, the school may seek advice from the relevant religious body 
to confirm observance. 

Elective Home Education (EHE) 

When a parent or carer expresses the intention to electively home educate their child, 
DHSG will offer a meeting to discuss the reasons behind the decision and to explore 
whether any support can be put in place to enable the student to remain in school. This 
meeting is not mandatory, but it provides an important opportunity to ensure that the 
decision is fully informed. Following written confirmation from the parent, the school will 
inform the Local Authority and remove the student from roll, in accordance with statutory 
requirements. 

Record Preservation 

DHSG maintains its attendance records in accordance with legal requirements. All entries in 
the admission register and attendance registers will be preserved for a minimum of three 
years from the date on which the entry was made. Electronic records are backed up securely 
to ensure data preservation. These records may be made available to the Local Authority or 
other appropriate bodies on request, as part of safeguarding or statutory enquiries. 

Behaviour for Learning Link 

The school’s approach to attendance is closely aligned with our Behaviour for Learning 
policy. In keeping with our values, interventions focus on understanding barriers, building 
trust, and supporting students to re-engage with learning. Responses to non-attendance are 
relational, proportionate, and avoid punitive escalation. Where attendance concerns 
intersect with wellbeing or behaviour, pastoral and curriculum teams work together to 
ensure that support is consistent, trauma-informed, and rooted in inclusion. 

Children Missing from Education (CME) 

A student who has been absent for 10 consecutive school days without explanation, and 
where reasonable steps have failed to establish their whereabouts, will be referred 



immediately to Plymouth City Council’s Children Missing Education (CME) team. Reasonable 
steps include telephone calls to all known contacts, posted and recorded letters, home visits 
(leaving a calling card if there is no response), and checks with other agencies involved with 
the family. If a home visit cannot be undertaken, a visual check-in may be arranged via 
Microsoft Teams or WhatsApp. All contact attempts are logged and shared with the CME 
team, who can be reached at cme@plymouth.gov.uk or 01752 307405. Deletion from the 
school roll may only take place once this referral has been actioned and approval has been 
given by the CME service. 

Final Note  

This policy reflects DHSG’s ambition to create a school where every student is present, 
engaged, and feels they belong. It reflects national legislation and current DfE guidance and 
has been reviewed in consultation with school leaders, safeguarding staff, and pastoral 
teams. Regular updates will follow as required by changes in legislation or school practice. 
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