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1. Purpose and aims
At Rodmersham School, excellent attendance is the foundation of successful learning, wellbeing, safeguarding and belonging. We want every pupil to attend every session for which they are expected, arrive on time and be ready to learn. We recognise that some pupils face greater barriers to attendance than others and that improving attendance requires strong, trusting relationships with pupils and families, early support and effective partnership working.
Create a whole-school culture in which attendance is everyone’s responsibility and the benefits of regular attendance are understood.
Set high expectations for attendance and punctuality while responding fairly and individually to barriers faced by pupils and families.
Use accurate registration, prompt first-day follow-up and safeguarding procedures to ensure pupils are safe and accounted for.
Identify patterns of absence early and provide support before concerns become entrenched.
Work with Kent County Council (KCC), health, social care and other partners where additional or formal support is needed.
Use legal intervention only where support is not appropriate, has not succeeded or has not been engaged with, and in line with statutory guidance and KCC procedures.
	Our attendance ambition
We aspire to 100% attendance for every pupil. Attendance is considered in context: a headline percentage never replaces professional judgement about the reasons for absence, the pupil’s needs, patterns over time and the support required.



2. Legal and statutory framework
This policy has been updated for the 2026-2027 academic year and has regard to the current statutory and local guidance, including:
Education Act 1996, including parents’ duty to secure regular attendance for a child registered at school.
Education Act 2002.
The School Attendance (Pupil Registration) (England) Regulations 2024.
The Education (Penalty Notices) (England) Regulations 2007, as amended in 2024.
Children and Families Act 2014 and the SEND Code of Practice where relevant.
Equality Act 2010, including the duty to make reasonable adjustments.
DfE: Working together to improve school attendance - statutory guidance, July 2026.
DfE: Children Missing Education - statutory guidance, September 2025.
DfE: Supporting pupils at school with medical conditions and Arranging education for children who cannot attend school because of health needs.
Keeping Children Safe in Education 2026.
Kent County Council School Attendance Handbook, August 2026 / issue September 2026, and the KCC Education Penalty Notices Code of Conduct.
3. Attendance leadership and key contacts
	Role
	Name / contact
	How they can help

	Headteacher and Senior Attendance Champion
	Mrs Nicola McMullon
headteacher@rodmersham.kent.sch.uk
01795 423776
	Strategic lead; formal attendance meetings; leave decisions; legal escalation.

	Day-to-day attendance / absence
	School Office
office@rodmersham.kent.sch.uk
01795 423776
	Report absence, provide reasons/evidence, discuss registration and routine queries.

	Attendance support / family barriers
	Mrs Natalie Potter, Family Liaison Officer (FLO)
via school office
	Early help, family support, attendance plans, liaison with services.

	Class-based support
	Child’s class teacher
	Early discussion of attendance patterns, learning impact and in-school barriers.


4. Attendance and punctuality expectations
The school day
The school day starts at 8:55am and finishes at 3:30pm.
The morning “drop and go” provision is available from 8:40am. This is not the formal start of the school day.
The morning register is taken at 8:55am and remains open for 20 minutes, closing at 9:15am.
Pupils arriving after 8:55am but before 9:15am are recorded as late before the register closes (Code L).
Pupils arriving after 9:15am, without a reason that would be recorded under another authorised code, are recorded as late after registration closed (Code U). Code U is an unauthorised absence for that session.
The afternoon register is taken at the start of the afternoon session and remains open for 20 minutes. This mirrors the morning registration window, as required by statutory guidance.
Expectations of parents and carers
Ensure their child attends every day the school is open unless a statutory reason for absence applies.
Ensure their child arrives on time and ready to learn.
Notify the school as soon as possible, and by 8:30am wherever possible, when their child will be absent unexpectedly.
Contact the school on each subsequent day of absence unless another arrangement has been agreed with the school.
Provide an honest reason for absence and any information reasonably requested to help the school understand the barrier and support the pupil.
Request any leave of absence in advance and only where they believe exceptional circumstances apply.
Book routine medical and dental appointments outside school hours wherever possible.
Engage with school and KCC support where attendance is a concern.
Expectations of pupils
Attend regularly and arrive on time.
Attend every lesson and activity for which they are expected unless an agreed arrangement is in place.
Talk to a trusted adult if something is making school attendance difficult.
Work with adults on plans to improve or sustain attendance.
5. Recording attendance and absence
Rodmersham School maintains admission and attendance registers in accordance with the School Attendance (Pupil Registration) (England) Regulations 2024. The attendance register is completed for every morning and afternoon session using the statutory DfE codes in Appendix 2.
Registers are taken at the same scheduled point for all pupils in each session, including pupils on a part-time timetable.
Where the reason for absence is not known when the register closes, Code N is used temporarily.
Code N is replaced with the correct code as soon as the reason is established and no later than five school days after the session. If no reason can be established within that period, Code O is used.
Attendance records are amended only where there is a lawful reason and an audit trail is retained.
No pupil is removed from the admission register unless a statutory ground for deletion applies.
6. Day-to-day absence procedures
Parent/carer contacts the school as soon as possible, preferably by 8:30am, with the pupil’s name and reason for absence.
Office staff check registers and messages promptly after morning registration and follow up every unexplained absence on the first day.
If no explanation has been received, the school will telephone the primary contacts and then additional emergency contacts. Where appropriate, the school will also contact foster carers, social workers or other professionals.
If contact cannot be made, or if the information received gives rise to concern, the school will take further safeguarding action proportionate to the risk. This may include a home visit, consultation with the DSL, contact with Children’s Social Care, police or KCC Children Missing Education procedures.
Where absence continues, the school will maintain appropriate contact, seek to understand barriers and support a safe return.
After a lengthy or unavoidable absence, the school will support reintegration and identify any learning, pastoral, SEND or wellbeing needs.
	Safeguarding first
Unexplained or unusual absence can be a safeguarding indicator. Attendance follow-up is never treated as an administrative task alone.



7. Authorised and unauthorised absence
Authorised absence
Absence is authorised only where the circumstances meet a statutory attendance code or where the Headteacher has granted leave in advance. Examples can include:
Illness, including physical or mental health-related illness (Code I).
Medical or dental appointments that cannot reasonably be arranged outside school hours (Code M).
Religious observance on a day exclusively set apart by the relevant religious body (Code R).
Exceptional circumstances where leave has been granted in advance by the Headteacher (Code C).
Approved educational activity, sporting activity, educational visit, local-authority-arranged provision or dual registration, recorded using the appropriate statutory code.
Unauthorised absence
Absence is unauthorised where no statutory or authorised reason applies. Examples include:
Holiday or leisure absence that has not been granted by the Headteacher (Code G).
Absence where no acceptable reason has been established (Code O).
Late arrival after the register has closed where no authorised reason applies (Code U).
Oversleeping, avoidable transport arrangements, shopping, birthdays or routine family celebrations.
Keeping a child at home because of parental illness where the child themselves is able to attend and no other statutory reason applies.
8. Leave of absence and term-time holidays
Parents must apply in advance for leave of absence using the school’s leave request process. Requests should be made by a parent the pupil normally lives with.
The Headteacher considers every request individually, taking account of the specific facts, circumstances and relevant background context.
Leave for exceptional circumstances is entirely at the school’s discretion. If granted, the Headteacher determines the number of school days authorised.
A holiday, or absence for leisure and recreation, would not generally constitute an exceptional circumstance.
Leave cannot be authorised retrospectively. If a pupil is taken out of school without advance authorisation, the absence will be recorded using the appropriate unauthorised code.
Where the national penalty notice threshold is met, the school must consider whether a penalty notice request is appropriate in the individual circumstances.
9. Illness, medical needs, SEND and mental health
Rodmersham maintains high expectations for attendance for all pupils while recognising that some pupils face additional barriers linked to disability, special educational needs, physical health, mental health, trauma or other vulnerabilities. The school will apply this policy fairly and consistently and will make reasonable adjustments where required.
Routine medical evidence is not required for every illness absence and blanket requirements for medical evidence will not be used.
Medical evidence may be requested in a minority of cases where absence is long-term, frequently recurring or complex and the evidence will help the school understand needs, make adjustments or identify suitable provision.
The school will not insist on a specific form of evidence where other reasonable evidence is available.
For pupils with SEND, the school will work with parents, the SENCO and, where appropriate, KCC to ensure reasonable adjustments and the provision in an EHCP are considered in attendance planning.
Where anxiety or emotionally based school avoidance is affecting attendance, the school will seek to understand the function and barriers, use a support-first approach and plan gradual, realistic reintegration where appropriate.
Where health needs prevent a pupil from accessing suitable education, the school will work with KCC and relevant health professionals in line with statutory duties.
Remote education is not a substitute for school attendance and will only be used where appropriate, normally as a last resort and as part of a plan towards suitable education and reintegration.
10. Part-time timetables and reintegration
All pupils of compulsory school age are entitled to a full-time education. A temporary part-time timetable will therefore be used only in very exceptional circumstances where it is in the pupil’s best interests and forms part of a clear plan to return to full-time education.
The arrangement must be agreed with the parent the pupil normally lives with and must state the exact sessions the pupil is expected to attend.
The plan will identify the reason, objectives, support in place, safeguarding arrangements, review date and intended route back to full-time education.
It will be time-limited and reviewed frequently; at Rodmersham an initial arrangement will normally be reviewed within six weeks or sooner.
A part-time timetable will not be used to manage behaviour, as an informal exclusion or for the convenience of the school.
When a compulsory-school-age pupil is absent with leave because of an agreed temporary part-time timetable, Code C2 is used for the sessions the pupil is not expected to attend.
Rodmersham will notify KCC of new part-time timetables through the appropriate KCC route as a safeguarding and good-practice measure.
11. Promoting good attendance
The school promotes attendance through relationships, belonging, a calm and supportive environment and clear communication about why attendance matters. Recognition will be inclusive and used sensitively so that pupils with unavoidable or disability-related absence are not disadvantaged.
Attendance messages are shared with pupils and families through assemblies, newsletters, conversations and the school website.
Staff notice and praise improvements, strong routines, punctuality and efforts to overcome barriers.
Class and whole-school recognition may be used where it supports positive habits without shaming or disadvantaging pupils.
The school avoids using attendance percentages in isolation and will explain absence in understandable terms, including time missed and likely impact on learning where helpful.
12. Monitoring, data and targeted intervention
The Senior Attendance Champion oversees regular analysis of attendance and absence so that patterns are identified early and support is targeted effectively.
Attendance is reviewed at individual pupil, class, year group and whole-school level at least half-termly and more frequently for pupils of concern.
Analysis includes patterns by day, session and reason for absence, as well as punctuality and repeated short absences.
Key cohorts are monitored, including pupils with SEND, pupils eligible for pupil premium/FSM, children in care and previously looked-after children, pupils with a social worker, young carers, pupils with long-term health needs, EAL and any other locally significant groups.
School data is considered alongside national comparators and DfE attendance information, including Attendance Baseline Improvement Expectations where available.
Relevant information is shared with staff who need it to support pupils and with governors in an appropriately anonymised form.
The impact of interventions is reviewed and plans are adapted where they are not improving attendance or reducing barriers.
13. Persistent and severe absence
	Definitions
Persistent absence (PA): a pupil misses 10% or more of possible school sessions. Severe absence (SA): a pupil misses 50% or more of possible school sessions. These measures include authorised and unauthorised absence.



Rodmersham intervenes before a pupil reaches persistent absence wherever possible. The school’s response is based on pattern, context and vulnerability as well as percentage. See Appendix 3 for the graduated response.
Pupils at risk of persistent absence are identified early through data and professional knowledge.
For persistently absent pupils, targeted support is strengthened and formal conversations are held where voluntary support is not enough.
Severely absent pupils are a top priority for school and partner services. A joint approach with KCC and relevant agencies will be agreed, with particular attention to safeguarding and suitable education.
Persistent or severe absence can exist even where all absence is authorised; the focus remains on removing barriers and maximising access to education.
14. Formal support and legal intervention
Rodmersham follows the DfE “support first” approach. Where absence persists, support may be formalised through an attendance plan or attendance contract and through joint work with KCC. Where support is not appropriate, is not successful or is not engaged with, the school may ask KCC to consider legal intervention.
Attendance contracts may be used to formalise agreed actions and support.
KCC may consider an Education Supervision Order or prosecution where statutory criteria are met.
Penalty notices are issued by KCC, not by the school. Rodmersham may request a penalty notice where the national threshold and KCC requirements are met.
The national threshold is 10 sessions of unauthorised absence within a rolling period of 10 school weeks. The school must consider each case individually.
For unauthorised holiday (Code G), a penalty notice may be considered once the threshold is met without a Notice to Improve where support would not be appropriate.
For other unauthorised absence (Code O and/or U, including combinations with G), KCC normally requires the school to have completed a 20-school-day Notice to Improve period before requesting a penalty notice.
Details of current penalty levels and escalation are set out in Appendix 4.
15. Safeguarding, CME and the admissions register
Attendance is a safeguarding matter. Staff remain alert to patterns or changes in attendance that may indicate neglect, exploitation, abuse, mental health concerns or other harm.
Where a pupil with a social worker has an unexplained absence, the school will notify the social worker promptly and share relevant information.
Where a pupil’s whereabouts are unknown or there are concerns that a pupil may be missing education, the school will follow safeguarding and KCC Children Missing Education procedures without delay.
A pupil will not be removed from roll because of poor attendance. Deletion from the admission register will occur only where a statutory ground in the 2024 Regulations is met and required notifications have been made.
The school will maintain more than one emergency contact wherever reasonably possible.
16. Working with parents, pupils and other agencies
Successful attendance improvement depends on partnership. Rodmersham will listen to the pupil and family, identify barriers within and beyond school, agree practical actions and involve wider services where needed. Depending on the circumstances this may include the FLO, SENCO, Early Help, KPAS, Educational Psychology, health services, social care, Virtual School Kent and other community services.
Pupil voice will be sought in an age- and needs-appropriate way.
Parents will be treated as partners and informed clearly about concerns, support and next steps.
Where attendance is the only concern and school is best placed to lead, school may act as lead practitioner.
Where needs are wider or more complex, the school will work as part of a multi-agency plan.
The school will engage with KCC Targeting Support Meetings and its named KPAS Attendance Officer as appropriate.
17. Monitoring and review
The Senior Attendance Champion monitors implementation of this policy and ensures staff understand their attendance responsibilities.
The Governing Body receives attendance information at least termly, including whole-school attendance, persistent and severe absence, key cohort trends, punctuality and the impact of interventions.
The policy will be reviewed annually, or earlier if legislation, statutory guidance or KCC procedures change.
The policy will be published on the school website, shared with new families and highlighted to families at the start of each school year and when materially updated.


Appendix 1 - Roles and responsibilities
	Role
	Key responsibilities

	Governing Body
	Promotes the importance of attendance across the school; ensures leaders fulfil statutory duties; reviews attendance data and trends; provides support and challenge; ensures appropriate staff training and consideration of vulnerable cohorts.

	Headteacher / Senior Attendance Champion
	Sets the strategic approach; champions attendance; ensures policy and systems are implemented; leads formal attendance work; authorises leave decisions; oversees data, referrals and legal escalation; reports to governors.

	School Office / attendance administration
	Maintains accurate registers and records; receives absence messages; completes first-day follow-up; updates codes promptly; maintains contact information; provides reports and supports statutory returns.

	Family Liaison Officer
	Works with pupils and families to understand barriers; coordinates early support and attendance plans; signposts/refers to wider services; supports reintegration and review.

	Class teachers
	Complete registers accurately and promptly; notice emerging patterns; create a welcoming classroom environment; discuss concerns with pupils/families; liaise with the SAC/FLO/SENCO.

	SENCO / pastoral and safeguarding staff
	Ensure attendance support is joined up with SEND, medical, pastoral and safeguarding plans; advise on reasonable adjustments; liaise with external professionals.

	Parents and carers
	Secure regular attendance; ensure punctuality; report absence promptly and daily where required; request leave in advance; engage with support and provide relevant information.

	Pupils
	Attend regularly and on time; participate in agreed support; tell a trusted adult about barriers to attendance.

	Kent County Council / KPAS
	Provides communication and advice, Targeting Support Meetings, access to multi-disciplinary support and legal intervention; works jointly with school on persistent and severe absence and statutory attendance action.




Appendix 2 - Attendance and absence codes
The following is a practical summary of the statutory codes used from the School Attendance (Pupil Registration) (England) Regulations 2024 and DfE Working together to improve school attendance (July 2026). Staff should use the full DfE code guidance where a case is complex.
Attending the school / approved education
	Code
	Meaning

	/
	Present (morning)

	\
	Present (afternoon)

	L
	Late arrival before the register closes

	K
	Attending education provision arranged by the local authority

	V
	Attending an educational visit or trip

	P
	Participating in an approved sporting activity

	W
	Attending work experience

	B
	Attending any other approved educational activity

	D
	Dual registered at another school



Authorised absence
	Code
	Meaning

	C1
	Leave for regulated performance / regulated employment abroad

	C2
	Leave for a compulsory-school-age pupil subject to an agreed temporary part-time timetable

	C
	Leave of absence for exceptional circumstances

	E
	Suspended or permanently excluded and no alternative provision made

	I
	Illness (physical or mental health-related; not a medical/dental appointment)

	J1
	Leave to attend an interview for employment or admission to another educational institution

	M
	Leave for a medical or dental appointment

	R
	Religious observance

	S
	Leave for study leave for a public examination (where applicable)

	T
	Parent travelling for occupational purposes

	X
	Non-compulsory-school-age pupil not required to attend



Unable to attend because of unavoidable cause
	Code
	Meaning

	Q
	Unable to attend because of a lack of access arrangements

	Y1
	Transport normally provided is unavailable

	Y2
	Widespread disruption to travel

	Y3
	Part of the school premises is closed

	Y4
	Whole school site unexpectedly closed

	Y5
	Pupil in criminal justice detention

	Y6
	Unable to attend in accordance with public health guidance or law

	Y7
	Unable to attend because of another unavoidable cause



Unauthorised absence
	Code
	Meaning

	G
	Holiday not granted by the school

	N
	Reason for absence not yet established - temporary; must be resolved within five school days

	O
	Absent in other or unknown circumstances

	U
	Arrived after the register closed



Administrative
	Code
	Meaning

	Z
	Prospective pupil not yet on the admission register

	#
	Planned whole-school closure





Appendix 3 - Rodmersham graduated attendance response
Attendance action is never based on a percentage alone. The stages below guide a proportionate response and may be accelerated where there is safeguarding risk, vulnerability or a rapid change in attendance.
	Stage
	Indicative trigger
	Rodmersham response

	Universal - all pupils
	Attendance generally strong / no concerning pattern
	Warm welcome; clear routines; regular communication; accurate registration; praise punctuality and improvement; address isolated issues quickly.

	Early concern / at risk of PA
	Emerging pattern, repeated lateness, attendance moving below approximately 95%, or professional concern
	Teacher/FLO conversation; listen to pupil and parent; identify barriers; reasonable adjustments; short-term support plan; review within an agreed period; consider wider services.

	Persistent absence (PA)
	10% or more sessions missed (attendance 90% or below)
	Targeted attendance plan; regular review meetings; involve SENCO/DSL/FLO as needed; referral/signposting to wider support; consider formal attendance contract; discuss at KCC TSM where appropriate.

	Severe absence (SA)
	50% or more sessions missed (attendance 50% or below)
	Top-priority case; joint school/KCC multi-agency approach; safeguarding review; suitable education considered; intensive family work; frequent review and clear reintegration steps.

	Formal / legal escalation
	Support not appropriate, not successful or not engaged with; unauthorised absence persists
	Formal attendance meeting; Notice to Improve where required; KCC penalty notice request, Education Supervision Order or prosecution considered in line with law and KCC procedures.




Appendix 4 - National Framework for Penalty Notices (Kent)
	Important
Penalty notices are issued by Kent County Council. Rodmersham School may request one only where the statutory national threshold and KCC requirements are met. Each case is considered individually.



National threshold
The national threshold is 10 sessions of unauthorised absence within a rolling period of 10 school weeks. The 10 sessions do not have to be consecutive and may be made up of different types of unauthorised absence.
When Rodmersham may request a penalty notice
Unauthorised leave/holiday: at least 10 sessions recorded as Code G within 10 school weeks.
Other unauthorised absence: at least 10 sessions recorded as Code O and/or U, or a combination of O, U and G, within 10 school weeks, after an unsuccessful 20-school-day Notice to Improve period where required by KCC.
Presence in a public place during the first five school days of a suspension/permanent exclusion without reasonable justification is subject to separate penalty notice provisions.
Penalty levels for school attendance offences
	Offence within rolling 3 school years
	Amount
	Payment period

	First penalty notice
	£160, reduced to £80
	£80 if paid within 21 days; otherwise £160 if paid within 28 days

	Second penalty notice
	£160 flat rate
	£160 if paid within 28 days


A third penalty notice cannot be issued for the same parent in respect of the same pupil within the same rolling three-school-year period. Where further offences occur, KCC may consider prosecution or another statutory route. Penalty notices are charged to each parent for each child where applicable.
Notice to Improve
A Notice to Improve is a final opportunity for a parent to engage with support and improve attendance before a penalty notice is considered. Under current KCC arrangements, other unauthorised absence cases normally require a 20-school-day Notice to Improve period. It is not normally required for an unauthorised holiday where support would not be appropriate.
Decision-making principles
Reaching the threshold does not mean a penalty notice must automatically be requested.
The school considers the pupil’s circumstances, support already offered, safeguarding concerns and whether legal intervention is likely to be appropriate.
If there are safeguarding concerns or uncertainty about a pupil’s whereabouts, safeguarding procedures take priority over penalty notice action.
All requests are made through KCC’s current process and are subject to the KCC Education Penalty Notices Code of Conduct.


Appendix 5 - Leave of absence decision principles
There is no automatic right to term-time leave. The Headteacher will consider each request on its own merits and will not operate a blanket policy that automatically grants leave for a particular reason.
The Headteacher will consider
Whether the application was made in advance.
The precise reason for the request and why it must occur during term time.
Whether the circumstances are genuinely exceptional rather than a holiday, leisure choice or convenience.
The duration requested and whether a shorter period would be sufficient.
Any relevant family, medical, safeguarding, SEND or compassionate context.
The pupil’s educational circumstances and any previous leave or absence pattern, while ensuring decisions remain individual and lawful.
Examples that would not normally be exceptional
Family holidays or trips taken for price or availability reasons.
Birthdays and routine family celebrations.
Shopping, visiting relatives or leisure activities.
Travel arrangements that could reasonably be made outside term time.
Where leave is refused and the pupil is nevertheless absent, the absence will be recorded as unauthorised using the correct statutory code and may count towards the national penalty notice threshold.


Appendix 6 - KCC attendance policy checklist cross-reference
This appendix shows where the core elements in the KCC Attendance Policy Checklist are addressed in this policy. It is intended as an internal assurance tool.
	KCC checklist requirement
	Where addressed
	Status

	Aims and objectives
	Section 1
	Covered

	Roles and responsibilities
	Section 3 and Appendix 1
	Covered

	Attendance and punctuality expectations
	Section 4
	Covered

	Headteacher and Senior Attendance Champion contact details
	Section 3
	Covered

	Day-to-day attendance support contacts
	Section 3
	Covered

	First-day calling and unexplained absence follow-up
	Section 6
	Covered

	Planned/unplanned absence procedures
	Sections 6-8
	Covered

	Punctuality and late arrival
	Section 4
	Covered

	Attendance and absence codes
	Section 5 and Appendix 2
	Covered

	Promotion/incentivising attendance
	Section 11
	Covered

	Data strategy and cohort analysis
	Section 12
	Covered

	Persistent and severe absence
	Section 13 and Appendix 3
	Covered

	Wider support and formalisation with KCC
	Sections 13-16
	Covered

	National Framework for Penalty Notices / Notices to Improve / legal intervention
	Section 14 and Appendix 4
	Covered

	Specific needs, Equality Act and vulnerable cohorts
	Sections 2, 9, 12, 13 and 16
	Covered

	Publication and accessibility of policy
	Section 17
	Covered


Key source documents
Department for Education, Working together to improve school attendance, statutory guidance, July 2026.
Kent County Council, School Attendance Handbook, August 2026 (issue September 2026).
Kent County Council Attendance Policy Checklist (used as the policy content checklist).
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