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Introduction 

At Insights Independent School, we empower students to achieve academic excellence through aspiration 
and innovation. Securing the highest levels of attendance and punctuality are crucial for students to gain the 
very best from their education. It is clear from research that every single day at school matters. 

Every extra day missed at school is associated with a lower attainment outcome for children. It remains the 
legal responsibility of the parent to ensure their child attends school regularly and punctually; however, we will 
work with students and their families to ensure each student sustains the highest possible levels of attendance 
and punctuality in order to achieve their full potential. 

 
This Attendance Policy is available to parents/carers and referrers on request and can be downloaded from the 
website. 

 

 
Aims 

At Insights independent School, we will: 

• Promote and secure the highest levels of attendance and punctuality. 

• Provide an effective system for monitoring attendance and punctuality. 
• Act early and work with students, parents and agencies to overcome barriers and secure the highest 

levels of student attendance and punctuality. 
 
 
 

Legislation and Guidance 

This policy meets the requirements of the school attendance guidance from the Department for Education (DfE) 
and August 2024 'Working together to improve school attendance' guidance, and refers to the DfE’s statutory 
guidance on school attendance parental responsibility measures. 

 
These documents are drawn from the following legislation setting out the legal powers and duties that govern 
school attendance: 

• Part 6 of The Education Act 1996 
• Part 3 of The Education Act 2002 Attendance Policy 3 

• Part 7 of The Education and Inspections Act 2006 

• The Education (Student Registration) (England) Regulations 2006 (and 2010, 2011, 2013, 

• 2016 amendments) 

• The Education (Penalty Notices) (England) (Amendment) Regulations 2013 
 

This policy also refers to the DfE’s guidance on the school census, which explains the persistent 
absence threshold. 

 
 
 

Roles and Responsibilities 

The Advisory Board is responsible for monitoring attendance figures for the whole school on at least a termly 
basis. It also holds the Headteacher to account for the implementation of this policy. 

 
The Executive Director is responsible for the implementation and management of this policy and of procedures 
for attendance. 
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A designated member of the Senior Leadership Team with responsibility for student attendance is responsible 
for the day-to-day implementation of this policy and operational procedures of attendance, as well as 
maintaining strategic oversight of tracking, monitoring and evaluating attendance policy and procedure 
implementation and impact. 

 
Administration and H.O.P.E will monitor attendance data across the school and at an individual student level. 
They will follow the policy and procedures for attendance, communicating regularly with staff, parents and 
external partners to secure high levels of attendance. H.O.P.E will work with the EWO to tackle persistent 
absence. 

School staff including tutors, teachers, support staff and volunteers will be responsible for ensuring that the 
policy and procedures are followed and consistently and fairly applied. All staff have a responsibility to work in 
partnership with students and parents to secure the highest levels of student attendance. 

 
Parents have a legal responsibility to ensure their child’s regular and punctual attendance at school, which 
includes ensuring their child remains in school all day. Parents have a responsibility to work in partnership with 
us at Insights Independent School. 

 
If parents have concerns about their child’s attendance, they should speak to Administration team as soon as 
possible. Regular communication between parents and Insights Independent School is essential so that any 
problems can be quickly identified and overcome, in order to avoid absence. 

The specific responsibilities of parents are to: 
 

• Ensure their child attends school every day, arrives on time and remains in school all day. 
• Follow the absence notification procedure to contact us by 8:40am on the first day of any absence 

and each day thereafter, unless the student has been excused from school by the medical 
profession in writing. 

• Provide written notification and official documentary evidence of any unavoidable absence this can 
be provided via email to in-parentscarers@insightsesc.co.uk or a copy to the school office. 

• Ensure their child takes no extended leave during school term time. 
• Provide correct contact details in case of emergency, including temporary phone numbers, address, 

if parents are out of the country/ taken away from home for any length of time. 
 

Students will be made fully aware of the school policy, procedures and expectations for attendance and 
punctuality and are expected to take responsibility for securing the highest levels of their own attendance and 
punctuality. 

The Local Authority Educational Welfare Officer (EWO) will provide support and intervention where student 
attendance remains a concern following the implementation of school procedures. Like Insights Independent 
School, the EWO will also try to resolve the situation by agreement; however, if this is not possible and 
unauthorised absences persist, the EWO can use sanctions such as Penalty Notices or prosecutions in the 
Magistrates Court outlined in section 6.13 of this policy. The EWO is independent of the school and will give 
impartial advice. 

mailto:in-parentscarers@insightsesc.co.uk


Attendance Policy 

5 

 

 

 
Attendance Procedure 

 
Internal Attendance Procedures 
Attendance procedures at Insights Independent School meet the requirements of legislation and guidance 
referenced in section 2 of this policy and ensure that: 

 

• Registers are taken AM and PM using the SIMS system during registration session. 

• Every absence is recorded in accordance with correct categories identified. 
• Parents are notified of unexplained absences and safeguarding protocol is followed. 

• Absence and punctuality is monitored for all students, including those who are dual registered and/or 
undertake any off-site education. 

• Attendance is monitored, and we act to improve attendance and punctuality. 

• We work with parents to investigate attendance concerns by phone and/or in writing, arrange meetings 
in the school or visits to the home in appropriate cases. 

 
The local authority referrer will be notified of any newly registered student who does not arrive at the school 
on the expected admission date. 

 
 

Attendance Register 
We will keep an attendance register and place all students onto this register. Morning registration opens at 
08:30 and closes at 09:15. PM registration opens at 12:30 and closes at 13:00. We will mark the register using 
the appropriate code and follow the legislation in relation to register amendments as outlined in the school 
attendance guidance and legislation referenced in section 2 of this policy. 

For safeguarding and health and safety reasons, form tutors and those staff working directly with students are 
responsible for monitoring student attendance in their sessions. When tutors are aware of a student’s absence 
during the course of a school day, they will first satisfy themselves that the student is still on the premises by, for 
example alerting a Learning Facilitator or staff on Patrol. If the student is not on the premises, the administration 
office will be alerted, and they will contact the Parents/Carers and Police within 15 minutes of their child leaving 
the school site during the school day. 

 
Authorised Absence 
This is when Insights Independent School accepts there is an unavoidable reason for absence, for which the 
parent has notified us. This decision rests with the school and will be made in line with current legislation and 
guidance. 

 
The school requires evidence of the reason for absence, for example medical appointment cards or notes from a 
medical practitioner. Any student who is a Persistent Absentee, or who the school deems is at risk of becoming a 
Persistent Absentee, will require official documentary evidence for absences to be authorised. 

 
Unauthorised Absence 

 
This is when Insights Independent School does not accept that there is an unavoidable reason for absence, even 
if the parent has notified the school. This decision rests with the school and will be made in line with current 
legislation and guidance. 

 

 
A student who is consistently absent where intervention methods did not improve the student’s attendance will 
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have all absences marked as unauthorised. Reasons for medical absence will have to be accompanied by an 
appointment card/ prescription before any absences will be authorised. Any student who is a Persistent 
Absentee, or who the school deems is at risk of becoming a Persistent Absentee, will require official 
documentary evidence for absences to be authorised. 

We have a duty to provide records of unauthorised absences to the referring local authority; these absences will 
remain on the student’s records. We will also inform parents/carers of the unauthorised absence levels in 
writing. 

 
Unauthorised absence may result in a referral to the Education Welfare Officer and a Penalty notice or fine being 
issued. 

 
Lateness and Punctuality 
A student who arrives late to AM and/or PM registration: 

• Before the register has closed will be marked as late, using code L. 

• After the register has closed will be marked as absent, using code U (unauthorised absence) or another 
appropriate code. 

 
When a student is late to school the child’s Parents will be informed. Persistent lateness contributes towards a 
student’s attendance record and will be monitored. It is the legal responsibility of the parent to ensure that 
students attend school regularly and punctually. 

 
 

Following Up an Absence 

Where any child we expect to attend school does not attend, or stops attending, we will: 
• Follow up on their absence to ascertain the reason by contacting parents. 

• Ensure proper safeguarding action is taken where necessary. 

• Identify whether the absence is authorised or not. 

• Identify the correct attendance code to use. 
 

 
Absence 

 
Unplanned Absence 
The student’s parent must notify us on the first day of an unplanned absence by 08:40am or as soon as 
practically possible. 

 
Parents can inform us of unplanned student absence, by using one of the following methods: 

• Call the absence line on 0208 840 9099 selecting the appropriate option. 
• Report the absence via email to in-parentcarers@insightsesc.co.uk. Providing the date and specific time 

of the absence, along with a specific reason for absence. 

• For an absence due to sickness; parents should state the specific illness so that this can be recorded on 
the register. 

 
Unexplained Absence 
When a student is unexpectedly absent from school, we initiate a safeguarding process to ascertain where they 
are. If we have not been notified of a student’s absence by 8:40am, parents will be contacted. We will use a risk 

mailto:in-parentcarers@insightsesc.co.uk
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assessment to determine our subsequent safeguarding actions. 

Any unexplained absences will be marked as unauthorised until a satisfactory reason for the absence has been 
provided, within a reasonable period. However, the decision whether the reason is satisfactory rests with 
Insights Independent School and not with the parents. 

 
A student who is consistently absent where intervention methods did not improve the student’s 
attendance will have all absences marked as unauthorised. 

 

 
Planned Absence 
Parents can inform us of planned student absence, such as unavoidable medical appointments, by using one of 
the following methods in advance of the absence: 

• Call the absence line on 0208 840 9099 selecting the appropriate option. 

• Report the absence via email to in-parentcarers@insightsesc.co.uk. Providing the date and specific time 
of the absence, along with a specific reason for absence. 

Parents should also send evidence to support the planned absence from school i.e. appointment letter to in- 
parentcarers@insightsesc.co.uk 

 
Students arriving or leaving school with a parent/carer outside normal hours have been given authorisation in 
advance from the Executive Director and/or Deputy Executive Director. 

 
If the absence is likely to continue for an extended period or is going to be a repetitive absence, we will contact 
the referrer to discuss how we can further support the student’s education (e.g. outreach/off- site support). 

 
Illness 

 
We will record genuine illness as authorised, unless we have a concern about the authenticity of the illness. If 
the authenticity of the illness is in doubt, or if the student is a persistent absentee or at risk of persistent 
absence, we may ask the student’s parent to provide official documentary evidence, such as a doctor’s note, 
prescription, appointment card or other appropriate form of evidence. We will not ask for medical evidence 
unnecessarily. If the school is not satisfied about the authenticity of the illness, the absence will be recorded as 
unauthorised. 

 
When students have an illness or injury that means they will be absent from school for over 5 days, we will 
provide schoolwork to be completed during this period. 

 
 
 

Medical Appointments 
 

Every effort should be made to secure medical appointments out of school hours. Where this is not possible, the 
student should be out of school for the minimum amount of time necessary. Attending a medical or dental 
appointment will normally be marked as authorised as long as the student’s parent notifies the school in 
advance of the appointment and official documentary evidence is provided. Medical appointments may be 
marked as unauthorised if the student is a persistent absentee or at risk of becoming one. 

mailto:in-parentcarers@insightsesc.co.uk
mailto:parentcarers@insightsesc.co.uk
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Days of Religious Observance 
 

The Executive Director will authorise one day per religious observance. The day has to be applied for in advance 
of the religious observance and set apart by the parent’s religious body. Confirmation of this may be requested 
from the parent’s religious body. 

 
 
 

Exclusion 

If students are issued with a fixed term exclusion they will be absent from school for a specified number of days, 
which will impact negatively on their attendance and on their education. We will write to the parents outlining 
the reason for the exclusion, and the dates where the student will be absent from school. This will be recorded 
as an authorised absence. If a student is excluded we will inform the Local Authority with the reason and 
number of days of the excluded. 

 
 
 

Truancy 

When a student truants school Parents will be informed, and this absence will be marked unauthorised. 
 
 
 

Leave of Absence 
 

At Insights Independent School we are committed to ensuring students reach their full potential during their 
time at school. Time off school for leave of absence is not a right and requests for leave of absence will not 
normally be granted for the purposes of a holiday. The law does not give any entitlement to parents to take their 
child on holiday during term time. Headteachers have the discretion to authorise leave of absence in exceptional 
circumstances only. If leave is granted, the Executive Director will determine the number of days a student 
should be absent from school. 

We consider each application for term-time absence individually, taking into account the specific facts, 
circumstances and relevant context of the request. Students only attend school 190 out of 365 days. There are 
175 days a year that can be used for any other activities other than school, therefore all extended leave should 
be arranged to coincide with school holidays. 

Leave of absence will not normally be authorised in the following circumstances: 

• Student’s attendance is less than 97%. 

• During GCSE, other public examination or internal assessments. 

• In years 10 and 11. 

• In a transition year. 

• At the beginning of any academic year. 
• Retrospectively. 

• If there are any other academic concerns such as poor punctuality, student’s ability to catch up on the 
work missed etc. 

• If leave of absence has already been taken in the same school year. 
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The school will also take into account the following: 

• The student’s general absence/attendance record, e.g. unauthorised absence. 

• Proximity of public examinations. 

• Amount of time requested. 

• Age of the student. 
• Length of the proposed leave. 

• Student’s ability to catch up on the work. 

• Student’s educational needs. 

• General welfare of the student. 

• Circumstances of the request. 

• Purpose of the leave. 

• Frequency of the activity. 

• When the request was made Applications for Leave of Absence. 

Applications for Leave of Absence must be made at least two weeks in advance or the absence cannot legally be 
authorised. All requests must be made to the Executive Director by completing the Insights Independent School 
Leave of Absence form. 

 
A parent with whom the child resides with must make the application, even though the student may not be 
taking the proposed leave with them. The form must be fully completed and the parent will receive a written 
response confirming if the request will be authorised or not. 

 
If leave is granted and involves travel, the parent will need to supply official documentary evidence, such as the 
travel tickets and/or evidence of the circumstances. 

 
 

Failure to Return to School on the Date Expected 
If there is a reason that delays the student returning to school, the parent must inform the school immediately. 
The school will require official documentary evidence of this issue and will then decide whether the absence will 
be authorised. 

 
For any travel arrangements outside of the UK we require proof of return flights, prior to the leave being taken. 
This may prevent an unauthorised absence and fine if the student is unable to return on the date expected. Each 
case will be assessed individually and medical evidence from abroad will not be accepted routinely as evidence 
that a student was unable to attend school. 

 
 

Persistent Absence 
Any student whose attendance falls to or below 90% is defined as a Persistent Absentee (PA). Absences for 
students who are PA, or at risk of becoming PA, will not normally be authorised unless supported by official 
documentary evidence, including for medical appointments or ongoing illness/medical conditions. Without such 
documentation, absences will be unauthorised and will continue to be unauthorised until documentation has 
been received. 

Students who are PA, or at risk of becoming PA, will be supported by the H.O.P.E team and Designated 
Safeguarding Team will monitor, review and bring to the attention of any professionals associated with the 
student and the student’s Local Authority S.E.N. department and the EWO, in line with school procedures for 
attendance. 
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Long Term Absence 
Insights Independent School will work in partnership with parents/carers of long-term absentees (ie. authorised) 
and will arrange for work to be sent home to maintain motivation and ensure they do not fall behind with their 
studies 

 
Our provision for reintegrating long term absentees into school includes: 

• A return to school interview. 

• Where appropriate, a part time timetable over an agreed period of time. 
• Outreach sessions based at an off-site venue with 1:1 support (e.g. student’s local library). 

• SMART targets with clear aims. 
 

 
Children Missing out on Education (CMOE) 

 
For students who are registered but not fully accessing education or are on a reduced timetable, we will notify 
the Local Authority and other relevant professionals regarding their level of engagement, attendance, and any 
concerns or potential impact arising from these circumstances. 

 
 
 

Removal from roll 

The Local Authority will inform Insights Independent School if a child is leaving. This should be submitted to 
school in writing and include any date of a move, new address and telephone numbers, the child’s new school 
and the start date when known. If students leave and the school does not have this information, then the child is 
considered to be a Child Missing in Education (CME). 

 
 
 

Legal Sanctions 
 

The Local Authority can fine parents for the unauthorised absence of their child from school, where the 

child is of compulsory school age. If issued with a fine, or penalty notice, each parent must pay £80 within 21 
days or £160 within 28 days. The payment must be made directly to the Local Authority. Penalty notices can be 
issued by a Local Authority Officer or the Police. 

 
The decision on whether or not to issue a penalty notice may take into account: 

• The number of unauthorised absences occurring within a rolling academic year. 

• One-off instances of irregular attendance, such as holidays taken in term time without permission. 
• Where an excluded student is found in a public place during school hours without a justifiable reason. 

• If the payment has not been made after 28 days, the local authority can decide whether to prosecute or 
withdraw the notice. 

 
 

Attendance Monitoring 

Insights School monitors student absence on a daily basis. Formal review of student attendance is completed on 
a weekly basis and our attendance procedures are implemented as appropriate. 
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Attendance data will be distributed to parents as part of the students termly report. Student-level attendance 
data will also be published at local authority level on a termly basis. The school will compare attendance data to 
the national average and share this with the governing board. 

Monitoring and Review 
 

This policy will be reviewed in accordance with the policy monitoring and evaluation cycle as guidance from the 
Local Authority or DfE is updated, and as a minimum in accordance with the policy monitoring and evaluation 
cycle. 

 

 
Further Reading and Legislation: 

 

• The Education (Pupil Registration) Regulations 1995: Section 8(1) “Leave of absence may only be granted 
by a person authorized in that behalf by the proprietor of the school”. Section 8(3) of this act gives the 
school discretionary powers to grant leave of absence for the purpose of annual holiday during term 
time. 

• School attendance: Guidance for maintained schools, academies, independent schools and local 
authorities, November 2016 (DfE). 

• Part 6 of The Education Act 1996. 

• Part 3 of The Education Act 2002 Attendance Policy 3 Part 7 of The Education and Inspections Act 2006 

• The Education (Student Registration) (England) Regulations 2006 (and 2010, 2011, 2013, 2016 
amendments). 

• The Education (Penalty Notices) (England) (Amendment) Regulations 2013. 
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Appendix 1 – Attendance Monitoring Flow Chart 
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Appendix 2 – Monitoring Letter 1 
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<Parental Salutations> 
<Address and Postcode> 

 
<Date> 

 
 

Dear <Parental Salutations>, Attendance 

Attendance plays an important role in your child’s education and at Insights we value attendance very highly. With 
this in mind, Insights sets a minimum attendance target of 95% for each student, offering support as required to 
ensure that your child has an excellent attendance record. 

 
Since the beginning of term to date, <Student Name> has had a number of absences from school, leading an 
attendance figure of <Attendance Percentage>%. Whilst we appreciate that there are episodes of unavoidable 
absence, we need to highlight that students who fall below the 95% could be placed at a disadvantage with regards 
to their learning and social interaction. 

As a result of <Student Name>’s attendance percentage, we will be monitoring and reviewing it on a weekly basis. 
If you require additional support, please contact our HOPE service, option 4 on the main school line. 

 
If we do not see an improvement, we may liaise with our external agencies, the Local Authority and as a last resort, 
the Education Welfare Service. 

 
Your co-operation in this matter is much appreciated. If you would like to discuss this matter further, please do not 
hesitate to contact me on 0208 840 9099. 

 
Yours sincerely, 

 
 

Insight’s Administration Team 
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Appendix  3 – Monitoring Letter 2 

 
 
 
 

<Parental Salutations> 
<Address and Postcode> 

Administration – Cc ‘Local SEN Dept.’ 

Dear <Parental Salutations>, 

Enquiries to: 

Tel: 020 8840 9099 
Date: 

 
 

<Student Name> Attendance 

Insights Independent School is committed to improving achievement through attendance. Any pupil whose 
attendance falls below 90 per cent will be monitored to ensure that they are attending school regularly and 
obtaining the maximum benefit from the education provided. 

 
Since the beginning of the academic year, <Student Name> has a school attendance of <Attendance Percentage>% 
which is a cause for concern. Our records show that <Student Name> has been absent without a valid reason on 
the following days: 

 

<Month> 
<Dates> 

 
We will: 

• Monitor <Student Name>’s school attendance and with your support we anticipate a gradual 
improvement. 

• Where necessary, make further referral to H.O.P.E. 

• Where necessary, make further referral to external agencies. 

We have an obligation to report low attendance to the local authority’s S.E.N department, therefore a copy of this 
letter will be sent to them. 

 
Yours sincerely, 

 
 

Insights Administration Team 
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Appendix 4 – Attendance Monitoring 3 

 
 
 
 

<Parental Salutations> 
<Address and Postcode> 

 
<Date> 

 
Dear <Parental Salutations>, Attendance 
Attendance plays an important role in your child’s education and at Insights we value attendance very highly. With 
this in mind, Insights sets a minimum attendance target of 95% for each student, offering support as required to 
ensure that your child has an excellent attendance record. Attendance is regularly monitored and when a student’s 
attendance falls below 90%, they are identified as being a persistent absentee (P.A). Students who fall into the 
persistent absentee category are be placed at a disadvantage with regards to their learning and social interaction. 

 
 

Previous letters have been sent to you, alerting to <Student name>’s 
decreasing attendance percentage; Since the beginning of term to date, 
<Student Name> has had a number of absences from school leading to an attendance figure of <attendance 
percentage>%. As we have not seen an improvement in <Student Name>’s attendance we will be referring you 
over to our H.O.P.E Service who will arrange with you a home visit to see <Student name> and to discuss the next 
steps. 

 
<Student Name>’s attendance will continue to be monitored on a weekly basis, and if improvement cannot be seen, 
we may liaise with our external agencies and as a last resort, the Education Welfare Service. 

Your co-operation in this matter is much appreciated. If you would like to discuss this matter further, please do not 
hesitate to contact me on 0208 840 9099. 

 
 

Yours sincerely, 
 

Insight’s Administration Team 
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Appendix 5 – Student Leave of Absence Request Form 
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