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1. Introduction

This Attendance Policy reflects Keys Group’s EPIC values—Excellence, Passion, Integrity, Caring - and the Keys Connect approach, which emphasises relational, trauma-informed practices tailored to support pupils with complex needs and attendance challenges.
Keys Group schools are committed to working in partnership with pupils and families to promote and support high levels of attendance. In line with the Department for Education’s statutory guidance Working together to improve school attendance (last updated June 2026), our approach prioritises early intervention, relationship building, and understanding the barriers to attendance. We recognise that improving attendance is not solely a compliance issue, but a collaborative effort rooted in pastoral care, wellbeing, and inclusive practice. Denby Grange School consistently demonstrates strong engagement with families and pupils, and we aim to build on this strength by ensuring that support is proactive, respectful, and tailored to individual needs. 
Attendance is monitored rigorously, and strategies are implemented to address persistent or severe absence, always with the goal of re-engaging pupils and fostering a culture where every day in school counts. 
The policy complies with Part 3, paragraph 15 of the Independent School Standards 2014 (as amended), and the Education (Pupil Registration) (England) Regulations 2024. It recognises the unique barriers faced by many of our pupils, including historical trauma and ongoing challenges, and commits to a personalised, empathetic approach to attendance improvement.
While our aspiration is for all pupils to achieve 100% attendance, we pursue this goal sensitively and realistically, recognising that many pupils join us with persistent absence patterns.

2. Policy Aims

At Denby Grange, we aim to ensure that every pupil:
·     Feels safe, secure, and well cared for within the school community.
·     Fully participates in school life, enjoying and achieving their potential.
·     Feels valued and trusts staff to safeguard their wellbeing.
·     Receives support tailored to overcome barriers to attendance.
·     Understands the importance of regular attendance and punctuality.

3. Roles and Responsibilities
	Role
	Name

	Governing Body (Chair)
	James Madine

	Head Teacher
	Jennie Allport

	Senior Attendance Champion
	Joanne Loxton

	Daily Attendance Contact
	Jayne Rayner



4. Reporting Absence

Parents/carers must notify the school on the first day of absence before the school day starts via Arbor, phone, or email - admin.denbygrange@keyseducation.ac.uk. Arrangements for longer absences will be agreed as needed.

Parents/carers needing support with attendance should contact Joanne Loxton via phone or email (01924 830096/joanne.loxton@keyseducation.ac.uk).

5. Registration and Lateness

· Registration is taken twice daily AM: 9.00-9.30, PM: 12.30–1.00.
· Pupils arriving within 30 minutes after registration are marked late (Code L).
· Pupils arriving after 30 minutes are marked absent (Code U or equivalent).
· Persistent lateness linked to transport or external factors will be addressed collaboratively with families, transport providers, and local authorities.

6. Categorisation of Absence

Authorised absences include:
· Genuine illness
· Emergency medical/dental appointments (evidence may be requested)
· Traveller pupils travelling for occupational purposes

Unauthorised absences include:
· Family holidays
· Shopping trips
· Birthdays
· Caring for family members
· Transport unavailability
7. Attendance Monitoring and Intervention

· Attendance is benchmarked on admission and monitored daily using ARBOR data.
· Patterns of absence are analysed to identify pupils needing support.
· Attendance monitoring meetings are held weekly to review data and progress against plans.
· Positive attendance is recognised with rewards and certificates.
· Pupils with attendance concerns receive a graduated approach of support developed collaboratively with families.
· Home visits and safe and well checks are conducted for unexplained absences, especially for pupils known to social care.
· If a pupil is absent and the school has been unable to establish contact with home a safe and well visit will be completed on the second day of absence by a school staff member.
· Safe and well checks will be carried out for all pupils who are absent at least every 5th day of absence.
· Multi-agency collaboration is maintained to support attendance improvement.

8. Safeguarding and Persistent/Severe Absenteeism

Denby Grange School promotes good attendance and understands that poor attendance can be an indicator of concern for the safety and wellbeing of children, and thus ensures that information is shared between the Senior Attendance Champion, pastoral leads, the Designated Safeguarding Lead in weekly pastoral meetings held between the SLT, Pastoral Manager and Daily Attendance contact, and leadership meetings between the Head Teacher and Associate Head.  

Where absence escalates and pupils miss 10% or more of school, Denby Grange works with parents/carers and local authorities to remove any barriers to attendance and re-engage these pupils.  We sensitively consider some of the reasons for absence and understand that school is a place of safety and support for children who might be facing difficulties, many of whom have a history of significant trauma.  We therefore aim to support rather than reaching immediately for punitive approaches.

Pupils who are severely absent (those missing 50% or more of school) are given particular focus by all partners.  These severely absent pupils may find it more difficult to be in school or face bigger barriers to their regular attendance and as such are likely to need more intensive support across a range of partners.  A concerted effort is therefore needed across all relevant services to prioritise them. 

The school has a duty to investigate unauthorised absences to establish if safeguarding concerns are evident. 

The Local Authority is notified of pupils missing from education as per statutory guidance. We would report to them 10 consecutive days of unauthorised absence and 15 days of sickness absence, consecutive or not. 

9. Children Missing in Education (CME)

The school appreciates that the Local Authority has a statutory duty to ensure that all children and young people of compulsory school age receive suitable and appropriate education.

The school will therefore support the Local Authority in ensuring that this duty is carried out effectively. There are specific duties in respect of Children Missing Education (CME) and there are strict guidelines in respect of both the definition of CME and the legalities of deleting a pupil from a school roll.  The Local Authority will be informed when a pupil has been added or removed from the admissions register at non-standard transition times, within five days of them joining. 

(DfE Children Missing Education statutory guidance, updated 8 September 2025) Children missing education: statutory guidance for local authorities and schools - GOV.UK

(Working together to improve school attendance – applies from 19 August 2024, last updated 9th June 2026)  Working together to improve school attendance 

Where a pupil leaves the school, the Local Authority will be notified as soon as grounds for the deletion are met but no later than when the name is deleted from the register. The grounds for deletion are where a pupil:
· has been taken out of school by their parents/carers and is being educated outside the school system e.g. is in home education.
· has ceased to attend school and no longer lives within reasonable distance of the school at which they are registered. 
· has been certified by a medical practitioner as unlikely to be in a fit state of health to attend school before ceasing to be of compulsory school age, and neither they nor their parent/carer has indicated the intention to continue to attend the school after ceasing to be of compulsory school age. 
· is in custody for a period of more than four months due to a final court order and the school does not reasonably believe they will be returning at the end of that period. 
· has been permanently excluded.

The school understands that it is essential that contact is made with the Education Welfare Service as soon as a child or young person is believed to have left the school without suitable education provision being provided. In addition, Denby Grange School will contact the Local Authority to inform them a child is missing from education where any pupil has been absent for 10 consecutive days without a reason being provided for the absence. The school will then work with the local authority and follow the local authority procedures for a child missing education.

10.   Legal Framework

· The school adheres to the National Framework for Penalty Notices where applicable, including the new statutory guidance effective from August 2024.
· Parents have legal duties to ensure regular attendance under sections 444(1) 
and 444(1A) of the Education Act 1996, with penalties including fines and possible prosecution.
· The school will work with local authorities to enforce attendance where voluntary support fails. Where a pupil’s attendance continues to be a concern and there is insufficient improvement following school support and intervention, the school may refer the matter to the Local Authority. The Local Authority has the power to issue a Fixed Penalty Notice to parents/carers for unauthorised absence.
· The school monitors pupil attendance closely and applies the following thresholds to identify levels of concern and determine appropriate intervention: 
· 50%–90% Attendance (Persistent Absence):
Pupils whose attendance falls between 50% and 90% are classified as persistently absent. This level of attendance is considered a significant cause for concern and will trigger a review and targeted support and intervention from the school may be put in place. Parents/carers will be contacted, and strategies will be put in place to improve attendance.
· Below 50% Attendance (Severe Absence):
Pupils whose attendance falls below 50% are classified as severely absent. This represents a serious safeguarding and educational concern. In such cases, the school will implement intensive support measures and may involve external agencies, including referral to the Local Authority, to address barriers to attendance.


11.   Parental Responsibilities

Parents/carers must:
· Ensure their child attends school regularly and punctually.
· Report absences promptly with reasons.
· Update the school daily during ongoing absences unless agreed otherwise.
· Request leave for exceptional circumstances in advance.
· Provide evidence for planned medical appointments.
· Work collaboratively with the school and other agencies to resolve attendance barriers.

12.    Training and Equality

· Staff receive training on attendance policy and its links to safeguarding.
· The policy is implemented with sensitivity to diversity and individual pupil needs.
· Any concerns regarding equality impact should be raised with line management for appropriate action.





























Appendices – Procedures, Templates and Localisation of Policy
Appendix A – Tiers of Intervention around Attendance
	Attendance Tier
	Identifying Factor
	Potential Strategies

	1. Expected attendance is maintained
	Pupil consistently meets their expected attendance target
	- Celebrate through positive points or rewards
- Continue regular monitoring

	2. Expected attendance is not consistently maintained
	Patterns of poor attendance identified through data analysis
	- Discuss barriers with pupil and parents/carers
- Develop and agree an Attendance Support Plan
- Monitor progress for minimum 4 weeks
- Engage external support if needed (e.g., Early Help)

	3. Attendance is not improving / lack of engagement
	Persistent absence despite support and engagement efforts
	- Formalise support with attendance contract
- Clearly explain consequences
- Continue multi-agency collaboration

	4. Enforcement 

	All support avenues exhausted, no improvement or engagement
	- Issue Penalty Notice in line with National Framework (LA)
- Consider prosecution to protect pupil’s right to education (LA)




Appendix B – Attendance Management Plan (Stages)
	Stage
	Description
	Actions

	Stage 1
	Attendance falls below target
	- Send Stage 1 letter - informing of concern and explain impact of low attendance

	Stage 2
	Continued absence and decline after Stage 1
	- Send Stage 2 letter - requesting visit or virtual meeting to discuss attendance and create a support plan

	Stage 3
	Further absence after Stage 2
	- Send Stage 3 letter to invite parents/carers for attendance meeting
- Review Attendance Support Plan
- Explain possible escalation

	Stage 4
	Unauthorised absences continue after Stage 3
	- Issue Penalty Notice Warning letter 
   (Headteacher authorised)
- Liaise with Local Authority Attendance Team

	Stage 5
	Persistent absence despite penalty notice
	- Request Local Authority to consider prosecution
- Continue multi-agency support




Appendix C – Common Attendance Codes (DfE Guidance Summary)
	Code 
	Description
	Usage

	/ \
	Present (AM or PM)
	Pupil is present in school

	L
	Late – before register closes
	Pupil arrives after start of session but before register closes

	U
	Unauthorised absence (late after register closes)
	Pupil arrives after register closes

	I
	Illness
	Authorised absence due to illness

	M
	Medical/Dental appointments
	Authorised absence for medical reasons (evidence may be requested)

	C2
	Other authorised circumstances
	Authorised absence for other exceptional circumstances

	N
	No reason yet provided
	Absence not yet explained

	X
	Non-compulsory school aged pupil not required to attend school
	Post 16 pupil whose timetable does not require them to attend

	Y4
	Unable to attend due to the whole school site being unexpectedly closed. 
	Adverse weather

	The full range of possible register codes and guidance for their application is available in Working together to improve school attendance (2024)




















Appendix D – Stage 1 letter

Attendance letter – Stage 1
Date: insert date
Dear Parent/Carer, - use their names
Re: Attendance concerns 
Pupil name: [Insert pupil’s full name]
I am writing to inform you that we are monitoring name’s attendance closely. Regular attendance is essential if pupils are to access the curriculum and make the progress we know they are capable of; at present name’s attendance is a concern and may affect their ability to achieve their full potential unless it improves.
We will continue to monitor attendance over the coming weeks and are committed to working with you to remove any barriers that may be preventing name from attending regularly. If there are particular circumstances or support you feel would help, please contact me so we can discuss them and agree a plan.
If attendance does not improve, we will consider further steps in line with our attendance procedures and relevant local authority guidance. We hope that, by working together, we can avoid that need.
If you have any questions about this letter or would like to arrange a meeting, please contact me on 01924 830 096 or via email – see below.
Yours faithfully,

Jennie Allport
Headteacher
Tel: 01924 830 096
Email: admin.denbygrange@keyseducation.ac.uk








Appendix E – Stage 2 letter
Attendance letter – Stage 2
Date: Insert date
Dear Parent/Carer, - use their names
Re: Attendance meeting request for pupil name
We are concerned that name has missed a significant amount of school recently. Their recorded attendance between start date and last Friday is ___% (see enclosed registration certificate). They have missed number sessions/days, which is the equivalent of time lost — e.g. number of weeks/days. We want to work with you so that name can get the most from their education and feel settled at Denby Grange School.
To do this, we would like to arrange a short meeting to talk about what is getting in the way of regular attendance and agree practical support the school can put in place. At the meeting we will:
· Share the attendance record and any actions we have already tried.
· Listen to your view about barriers and how school can help.
· Agree a simple, time‑bound plan with clear actions, responsibilities and a review date.
We can meet in person, by phone or by Microsoft Teams. Please tell us which you prefer and provide two available time slots by contacting the school office on 01924 830 096 or emailing admin.denbygrange@keyseducation.ac.uk by response deadline — insert date which is 5 school days from date of letter. If we do not hear from you, the school’s Senior Attendance Champion, Joanne Loxton, will try to contact you by phone.
If you need an interpreter, a family member or advocate with you, or a different time because of work or other responsibilities, please tell us and we will do our best to accommodate you.
We are committed to supporting pupils using our Trauma Informed approach and will only consider formal action as a very last resort. Parents/carers are legally responsible for ensuring their child attends school; our priority is to support your family so that formal measures are not necessary. If needed, we may request support from the local authority or other partners to help remove barriers to attendance.
Please bring any documents you think may help (for example medical letters, appointment details or reports). If you have immediate concerns about safety or wellbeing, please contact our Designated Safeguarding Lead, Abigayle Chambers on 07394 876061
Yours faithfully,
Jennie Allport, Headteacher
Tel: 01924 830 096
Email: admin.denbygrange@keyseducation.ac.uk
Appendix F - Stage 2 Attendance Support Plan
Attendance Support Plan - Examples
	Pupil Name:
	

	Present Attendance %
	

	Authorised Attendance %
	

	Unauthorised Attendance %
	

	Date of plan:
	

	Final Review date: (6 weeks)
	



	Attendance Goal:(SMART)

	Increase attendance from 60% to 80% in 6 weeks (attend at least 22 of 30 possible sessions).



	Key Barriers:(brief)

	e.g. Anxiety at arrival, transport punctuality, sensory overwhelm at breaktime, recent health episodes, poor sleep.



	Agreed reasonable adjustments:(what staff will do this week)

	Morning check-in
5-minute calm welcome routine (sensory box / quiet space).
Flexible start: allow up to 15 minutes staggered arrival if transport late.
Visual timetable: provide a clear day plan with preferred activities and two short predictable breaks.
Reduced sensory triggers at transition times 



	Targeted actions: (what happened if the above isn’t enough)

	Short-term timetable adjustment: remove one highly stressful lesson and replace with supported practical session for 2 weeks.



	Responsibilities: (who does what)

	Parent/carer: attempt school contact by 8:30am if pupil will be absent; support agreed arrival routine.
Class teacher: implement visual timetable and morning check-in; record attendance reasons in daily log.
Pastoral lead / family liaison: weekly phone call; coordinate phased return; escalate to MDT if no improvement.
SENCo / therapist: review strategies for sensory or anxiety needs; recommend adjustments within 7 days.
Senior Attendance Champion (Joanne Loxton): monitor weekly attendance data; convene review meeting if no progress at review date.


	Timescales and Review

	Improved/not improved – Summary and actions for next week – complete table below

	Pupil signature:
	Parent/carer signature:
	Staff signature:

	
	
	

	Date:
	Date:
	Date:

	
	
	


Updates
	Week 1 review:

	Improved
	Yes     No
	Not improved
	Yes    No

	Summary and actions for next week:

	

	Week 2 review:

	Improved
	Yes     No
	Not improved
	Yes    No

	Summary and actions for next week:

	

	Week 3 review:

	Improved
	Yes     No
	Not improved
	Yes    No

	Summary and actions for next week:

	

	Week 4 review:

	Improved
	Yes     No
	Not improved
	Yes    No

	Summary and actions for next week:

	

	Week 5 review:

	Improved
	Yes     No
	Not improved
	Yes    No

	Summary and actions for next week:

	

	Final review- week 6:

	



Attendance Support Plan – Guidance sheet
1. Attendance goal (SMART)

· Specific: Increase this pupil’s school attendance from [current %] to [target %] on school register.
· Measurable: Target = attend at least X days per 4-week period (or Y% attendance).
· Achievable: Target set with family and multi-disciplinary team.
· Relevant: Supports curriculum engagement and PBS aims to improve quality of life.
· Time-bound: Achieve target within 4 weeks (first review) and sustained for 12 weeks.
Example: “Increase attendance from 60% to 80% in 4 weeks (attend at least 16 of 20 possible sessions).”
2. Key barriers (brief)
· e.g. Anxiety at arrival, transport punctuality, sensory overwhelm at breaktime, recent health episodes, poor sleep.

3. Agreed reasonable adjustments & universal approaches (what staff will do this week)
· Morning check-in: named staff greet pupil at arrival and offer 5-minute calm welcome routine (sensory box / quiet space).
· Flexible start: allow up to 15 minutes staggered arrival if transport late.
· Visual timetable: provide a clear day plan with preferred activities and two short predictable breaks.
· Reduced sensory triggers at transition times (ear defenders / low-stim area).
· Rapid first-day call and same-day text to parent/carer if absent.

4. Targeted actions (what happens if the above isn’t enough)
· Phased return: if absent for >3 days, offer a time-limited phased day (e.g. morning only + lunchtime support) for up to 2 weeks.
· Home–school contact: weekly check-in call with family from pastoral lead.
· Transport liaison: pastoral lead contacts transport provider to resolve repeated late pickups within 48 hours.
· Short-term timetable adjustment: remove one highly stressful lesson and replace with supported practical session for 2 weeks.

5. Responsibilities (who does what)
· Parent/carer: attempt school contact by 8:30am if pupil will be absent; support agreed arrival routine.
· Class teacher: implement visual timetable and morning check-in; record attendance reasons in daily log.
· Pastoral lead / family liaison: weekly phone call; coordinate phased return; escalate to MDT if no improvement.
· SENCo / MDT therapist: review strategies for sensory or anxiety needs; recommend adjustments within 7 days.
· Attendance lead (senior leader named): monitor weekly attendance data; convene review meeting if no progress at review date.

6. Timescales & review
· Immediate: implement universal adjustments from plan start date.
· 1 week: pastoral lead phone call; teacher logs daily.
· 4 weeks (first formal review): assess attendance vs target. If on track — continue and extend; if not — implement targeted actions and consider Targeting Support Meeting with LA.
· 12 weeks: sustained attendance review and update long-term plan.







Appendix G - Stage 3 letter
Attendance letter – Stage 3
Date: Date
Dear Parent/Carer name
RE: Attendance meeting for full name 
I am writing further to my previous correspondence regarding concerns about the attendance of your child, pupil’s full name, at Denby Grange School. A meeting was previously held to identify barriers and agree actions to improve attendance; since that meeting there have been further unauthorised absences. Your child’s current attendance rate is % (see enclosed Registration Certificate).
In view of the continued absence and the limited improvement in attendance, I would like to invite you to a formal meeting to review the situation where we can agree additional support. Details of the meeting are below:
Date: Insert date
Time: insert time
Location: Denby Grange School 
Meeting will be chaired by: Joe Loxton or Jennie Allport (Role: e.g. Senior Attendance Champion / Headteacher)
Also attending: __ (e.g.  SENCo, Pastoral or class teacher)
Purpose of the meeting
· To review name’s attendance record and the impact on their education.
· To discuss what has and has not worked since the previous meeting.
· To identify barriers to attendance and agree a clear, time-bound plan of support and expectations.
· To clarify the school’s and local authority’s legal responsibilities and possible next steps if attendance does not improve.
Possible outcomes
· An agreed individual Attendance Support Plan with specific actions, responsibilities and review dates.
· Referral to multi-agency support or targeted services if it is felt appropriate.
· Consideration of a voluntary, supportive agreement between you and the school.
· Where voluntary support is unsuccessful and unauthorised absence persists, the school may refer the case to the local authority for formal intervention which can, in some circumstances, lead to legal action.


Please bring to the meeting any information which you feel would be helpful (for example: medical evidence, appointment letters, details of support agencies already involved). If you are unable to attend at the time given, contact the school as soon as possible on 01924 830 096 to arrange an alternative appointment. If you prefer, you may nominate a representative to attend with you.
A copy of your child’s current Registration Certificate is enclosed for your information.
Legal reminder:
It is the legal responsibility of every parent / carer to ensure that a child of compulsory school age receives an efficient, full-time education. Continued unauthorised absence may result in the school referring the matter to the local authority for consideration of statutory action.
Please confirm your attendance by contacting the school office by telephoning 01924 830 096 
Yours faithfully,


Jennie Allport
Headteacher
Tel: 01924 830 096















Appendix H – Stage 3 Attendance Improvement Plan
Attendance Improvement Plan (long term) - Examples
	Pupil Name:
	

	Present Attendance %
	

	Authorised Attendance %
	

	Unauthorised Attendance %
	

	Date of plan:
	



	Context: In consultation with all stakeholders

	Historic and current barriers:





	Attendance improvement targets: 

	Small steps – walk into the building, enter the car park, visit after school or out of hours, access virtual lessons.  These small steps to be reflected in improved attendance data over time.



	Agreed reasonable adjustments:(what staff will do this week)

	Trusted staff to meet outside of school initially, provide virtual sessions within the school day with trusted staff, 5-minute calm welcome routine, Flexible start: allow up to 15 minutes staggered arrival, Visual timetable, reduced sensory triggers at transition times 



	Responsibilities: (who does what)

	Parent/carer: contact school by 8:30am if pupil will be absent; support agreed arrival routine.
Class teacher: implement visual timetable and morning check-in; record attendance reasons in daily log.
Pastoral lead / family liaison: weekly phone call; coordinate phased return; escalate further if no improvement.
SENCo: review strategies for sensory or anxiety needs; 
Senior Attendance Champion (Joanne Loxton): monitor weekly attendance data; convene review meeting if no progress at review date. 



	Timescales and Review

	This plan will be discussed weekly at the weekly monitoring meeting and formally reviewed monthly

	Pupil signature:
	Parent/carer signature:
	Staff signature:

	
	
	

	Date:
	Date:
	Date:

	
	
	




Update
	Weekly summary and actions:

	Week 1 -

	Week 2 -

	Week 3

	Week 4 review:

	Date:
	

	Improved
	Yes     No
	Not improved
	Yes    No

	Summary and actions for next month:

	



	Weekly summary and actions:

	Week 1 -

	Week 2 -

	Week 3

	Week 4 review:

	Date:
	

	Improved
	Yes     No
	Not improved
	Yes    No

	Summary and actions for next month:

	



	Weekly summary and actions:

	Week 1 -

	Week 2 -

	Week 3

	Week 4 review:

	Date:
	

	Improved
	Yes     No
	Not improved
	Yes    No

	Summary and actions for next month:
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