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Excellence as a habit not an action.    
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Page 2 of 24 
 

 

UNCONTROLLED if COPIED or PRINTED 

Attendance Policy 

 

Revision Date Amendment Completed 
By: 

Authorised 
By: 

1 Sept 24 Annual Review JW & LDS JW 

2 16/03/25 Significant policy updates due to new 
legislation. 

JW  JW 

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

 

  



 

Page 3 of 24 
 

 

Contents 

 

1. School Attendance Champion 
2. The School Roll 
3. Recording of attendance 
4. Hours of attendance: 
5. Absence requests: 
6. Education Off Site: 
7. Leaves of absence: 
8. Long term absence due to illness or poor health: 
9. Pupils leaving the school site 
10. Procedure for Lost/Missing Pupil 
11. Arrangements When a Pupils is not collected. 
12. Attendance Reporting 

 

Appendices: 
• Appendix 1: School Registration Codes 
• Appendix 2: Procedure for Children Missing Education (Appendix 1, section 5 of Marist 

School Child Protection and Safeguarding Policy - 7a)   
• Appendix 3: Leavers Protocols for Schools  
• Appendix 4: Letters and Forms  
• Appendix 5: Leaving School Form for Parents  
• Appendix 6: Schools Reasonable Enquiry Form   

  



 

Page 4 of 24 
 

 

1. School Attendance Champions: 

Working Together to Improve School Attendance (2024) states that schools must name an 
‘Attendance Champion’ who oversees school attendance. The attendance champion for The Marist 
Senior Phase is Jonno Walker (Assistant Head: Pastoral & Staff Development). The Attendance 
Champion for the Preparatory Phase is Lisa D’Souza (Assistant Head of Prep). 

In the event of the school attendance champions being absent, a member of the school’s Senior 
Leadership Team will be appointed to deputise for them. 

 
2. School Roll: 

The school’s admission register (also referred to as the school roll) will contain the personal details 
of every pupil in the school along with their starting date, information regarding parents, and details 
of the school last attended. 

A pupil’s name can only lawfully be deleted from the admission register if a reason set out in 
regulation 9 of the School Attendance (Pupil Registration) (England) Regulations 2024 applies. 
Where a pupil has been removed from the school roll, the Local Authority will be notified. 

 

3.  Recording of attendance 

Statutory attendance registers are taken twice a day. These are during the school’s morning 
registration at 08:30 and at the start of Period 5, at 14:00. Pupils who are late for these sessions will 
sign in via Student Services for registration. 

Where a teacher has not directly seen a pupil, they will record an N code for that pupil. 

A pupil who misses a registration session for another school commitment, such as a music or LAMDA 
lesson should sign in at student services. 

Further non-statutory registers for the tracking of attendance are taken at the start of each period of 
the school day. 

School registers are taken on iSams and are stored in the cloud. iSams backs up its registration date 
every hour. 

The school will take appropriate measures if a pupil is absent for any given registration period. The 
office will phone the parental contacts given for the pupil in question if it is believed that they have 
not come into school.  

Where a pupil is believed to be in school but has not attended a lesson or registration period, staff 
will attempt to locate the pupil in question. This will initially be through Student Services, or via 
missing.senior@themarist.com if it is believed that the pupil may be at risk of harm, or cannot be 
located.  

mailto:missing.senior@themarist.com
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4.  Hours of attendance: 

All pupils must be present on the school site during the school day. The school day starts at 08:30 
and finishes at 16:00.  

Further wraparound care takes place from 07:30-08:00 and fom 16:00-18:00. If a pupil is attending 
wraparound care (such as club) then they will be registered for this by the member of staff 
supervising this activity. 

The following Wraparound care is available in the senior and prep phase: 

Breakfast Club is available for all pupils in the Prep. This runs from 7:30am-8am and is charged at £5 
per day, which includes a light continental breakfast. The cost is already included in the Nursery Fee. 

‘Early Car’ is the name given to the time between 3:15pm and 3:45pm when Early Years and KS1 
pupils leave class to be collected.  

‘Late Car’ refers to pupils finishing at 4pm. Any pupils that haven’t been collected at these times will 
be taken to Wraparound Club or Homework Study 

Wraparound Club runs from 3.45 - 6 pm in the Nursery setting. The first session is charged at £7 and 
runs from 3.45 - 4.45 pm, including a light tea of sandwiches, cake, drink and fruit. The second 
session is charged at £8 and runs from 4.45 - 6 pm. Please note that tea needs to be confirmed by 
email to officeprep@themarist.com by 10 am. Parents will need to collect their children and sign 
them out from the Early Years entrance. Collection must be by 6pm latest and any collections after 
this will incur additional charges. 

Homework Study (Years 3 - 6) runs from 4.15 pm to 6 pm. The first session runs from 4.15 - 5.15 pm 
and there is no charge for this. The second session is charged at £9 and runs from 5.15 - 6 pm and 
includes alight tea. This needs to be confirmed by email to officeprep@themarist.com by 10 am. 
Homework Study is run in Library and parents will need to collect their children and sign them out 
from the lower hall door. Please Park in the lower car park. 

Homework Club (Years 7-13) runs from 4:15pm to 6pm. 

Co-Curricular Clubs run from 7:30am – 8:15am before school and 4pm – 5:15pm after school. There 
are some exceptions including: 

• Music AM Clubs start at 7:45am 
• Horse Riding, Production Rehearsals and Fixtures AS clubs finish at 6pm. 
• Pre-Prep AS clubs run from 3:30pm-4:10pm. 

Minibuses will be ready and available to join after the school day. There are 2 departure times; 4.15 
pm (after lessons) and 5.30 pm (for those attending Co-curricular activities). 

 

 

mailto:officeprep@themarist.com
mailto:officeprep@themarist.com
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5. Absence requests: 

Any absences that have not been pre-authorised by the school will be recorded.  

Where an acceptable reason for an absence (in line with Working Together to Improve School 
Attendance) has not been given, this will be recorded as unauthorised. 

The school office will check any unexplained (N) absences and will amend these codes within five 
working days. 

Absence requests should be sent to the school office via absence@themarist.com ideally 72 hours 
before the requested absence, or as soon as practicable if the cause of the absence does not permit 
this. 

If your child is ill, please email absence@themarist.com or call the reception 01344624291 on every 
day of their absence. If a student is absent without explanation, the school will contact parents to 
check the cause of absence. 

If a student is unwell during the school day, they should inform their teacher who will send them to 
Student Services for Senior or Reception for Prep, and parents will be contacted if necessary.  

In the best interest of all the students, we recommend that your child does not attend school if 
feeling at all unwell in the morning before leaving home.  

Return to school after sickness: Your child must be kept at home for 48 hours after the last episode 
of diarrhoea or sickness.  

In the event of serious injury to a student, the school will call an ambulance. It should be noted that 
practicable attempts will be made to contact parents or guardians, but if for whatever reason this is 
not successful, the school will have no alternative but to follow the most appropriate course of 
action and notify parents or guardians as soon as possible thereafter.  

The school fosters a close link with parents to ensure that pupils develop good habits and a positive 
attitude to school attendance.   

  

The respective school office makes every effort to check the reason for absence where a pupil has 
not registered and the parents have not contacted the school on the day of absence by 10.00 a.m. 
Regular checks of the premises are made by the duty staff to ensure that all registered pupils are 
present and safe. Any proposed absence (e.g. for medical appointments etc.) should be notified to 
the school office well in advance of the absence.  

If the school has not received contact or information by the second day then the Form Tutor/Class 
Teacher makes contact with the family. If pupil attendance is an issue of concern then the Tutor will 
phone on the first day and report this concern to the Head of Key Stage.  

 

 

mailto:absence@themarist.com
mailto:absence@themarist.com
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6. Education Off Site: 

The school may grant permissions for a pupil to be educated off-site. This may take place in 
situations such as: 

• To attend an offsite approved educational activity. (For full details see Code B) 
• To attend another school at which the pupil is registered (dual-registration). (For full 
• details see Code D) 
• To attend provision arranged by the local authority. e.g. alternative provision or as 
• part of an education, health and care plan. (For full details see Code K) 
• To participate in an approved sporting activity. (For full details see Code P) 
• To attend an educational visit or trip arranged by the school. (For full details see 
• Code V) 
• To attend work experience. (For full details see Code W) 

 
 

7. Leaves of absence: 

The school may grant a temporary leave of absence to a pupil at its own discretion. Working 
Together to Improve School Attendance (2024) states that a leave of absence may be granted for a 
range reasons including: 

• Taking part in a regulated performance or employment abroad: in line with a licence issued 
by a local authority or Justice of the Peace or a body of persons approval (BOPA). 

• Attending an interview: for entry into another educational institution or for future 
employment where requested in advance by a parent the pupil normally lives with. 

• Study leave: for public examinations, as agreed in advance with a parent the pupil normally 
lives with. Please note this does not include any internal examinations such as mocks as 
study leave is not be granted in such cases. 

• A temporary, time-limited part-time timetable: where the pupil is of compulsory school 
age, both the parent who the pupil normally lives with and school agree the pupil should 
temporarily be educated on a part-time basis for exceptional reasons and have agreed the 
times and dates when the pupil will be expected to attend school as part of that timetable.  

• Exceptional circumstances: The school can grant a leave of absence for other exceptional 
circumstances at its discretion. This must be requested in advance by a parent who the pupil 
normally lives with. The school will consider each application individually taking into account 
the specific facts and circumstances and relevant background context behind the request. If 
a leave of absence is granted, it is for the school to determine the length of the time the 
pupil can be away from school. 

 

8. Long term absence due to illness or poor health: 

The Marist recognises that some pupils can face significant barriers to attendance, including long 
term physical or mental health conditions and SEND needs. 

The school’s attendance ambition for these pupils is the same as it for all other pupils and the school 
will implement specific support to improve the attendance of these pupils. 
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In order to do this, the school utilises the principles outlines in Working Together to Improve School 
Attendance (2024): 

• Understanding the individual needs of the pupil and family  
• Working in partnership with the pupil and family to put in-school support in 

place and working with other the local authority and other agencies where 
external support is needed (and available) 

• Regularly reviewing and updating the support approach to make sure it 
continues to meet individual needs. 

In cases where a pupil experiences long term physical or mental ill health. The school will work with 
families and other agencies to support the pupil in question to maintain regular school attendance. 

The will implement pastoral support with the clear aim of improving attendance as much as possible 
whilst also providing support for a pupil’s underlying health or SEND needs. The school follows the 
guidelines outlined in Working Together to Improve School Attendance (2024) in order to achieve 
these which states that schools must: 

• Work in partnership with parents to develop specific support approaches for attendance for pupils 
with special educational needs and disabilities, including, where applicable, ensuring the provision 
outlined in the pupil’s education, health and care plan is accessed. 

• Work in partnership with families to help support routines where school transport is regularly 
being missed and work with other partners to encourage the scheduling of additional support 
interventions or medical appointments outside of the main school day.  

• Establish strategies for removing the in-school barriers these pupils face, including considering 
support or reasonable adjustments for uniform, transport, routines, access to support in school 
and lunchtime arrangements. 

 

9. Pupils leaving the school site 

Pupils in Years 7-11 may not leave the school site during the school day. At the end of the school 
day, a pupil must either: 

• Leave the school site (either by car, bus, or walking) 
• Attend a co-curricular club for which they are signed up. 
• Attend the school homework club. 

Once a pupil has left the school site at 16:00, they are not permitted to return to school until the 
following day unless they have good reason to do so, such as a delayed parental collection, forgotten 
item or for their safety.   

At the end of the school day pupils below Year 7 are supervised as they leave to ensure they are 
accompanied by a parent or other authorised person. Exceptions apply to a pupil where the School 
considers them to be sufficiently mature and parents have deposited permission in writing either for 
any time or for specific occasions.  Any change in the arrangements for collection of a pupil must be 
notified to the School Office.  
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6th Form pupils leaving the school site should sign out at either Student Services or The Rosary 
Reception. 

 

10. Procedure for Lost/Missing Pupil 

Every precaution is taken, through the use of risk assessments and thorough planning and 
supervision, to ensure that pupils are safe both at school and on outings. In the event of a pupil 
going missing from the class or the play area without permission, it is essential for the person in 
charge to report this to the school office immediately. Thorough risk assessments will be undertaken 
prior to any trip, however in the case of a pupil going missing during an off-site visit, the Trips Policy 
and Critical Incident and Emergency Policy procedure would apply. In all circumstances, it is 
important to document any relevant information, including noting the time, regarding the 
disappearance in order to help the police as much as possible with their investigation.   

  

CCTV will be checked and referenced to establish if the pupil can be identified as either being on site 
or as having left the site.   

Should a pupil be reported as missing, the following action should be taken:  

 If the student is considered ‘High-Risk’ student. Missing.senior@themarist.com will be contacted 
immediately to alert SLT & The Pastoral Team, as well as: 

• Alert the member of staff in charge, who will make enquiries of relevant members of staff to 
ascertain when and where the pupil was last seen.  

• Remember the safety of other pupils, with regard to supervision and security.  
• One or preferably two members of staff should search the building, grounds and immediate 

vicinity.  
• If the pupil cannot be found then the Police and parents must be informed.  
• Continue to search, opening up the area, and keeping in touch by mobile phone or two-way 

radio transceiver if available.  

When the situation has been resolved members of staff should review the reasons for it happening 
and ensure that measures are taken to ensure that it does not happen again. An incident report 
should be completed.   

 

11. Arrangements When a Pupil is Not Collected 

If a child is not collected by a parent/carer after the school day or an approved activity, the child will 
go to Homework Study/ Wraparound care.  Those pupils in Early Years, Nursery and Reception/KS1 
will be escorted by a teaching assistant or teacher whilst those pupils in KS2 and above will, having 
informed their teacher or main reception staff, go directly to Homework Study. Parents will be 
charged for a full session whilst they wait for collection.   



 

Page 10 of 24 
 

 

The Homework Study supervisor, and the Late Duty Designated Person will be notified.   

Every effort will then be made to contact the parent/carer, or failing that, the emergency contact, 
before the study ends.   

 In the case of a pupil not being collected and no contact being made WITHIN 45 MINUTES OF THE 
USUAL COLLECTION TIME, the school will ring the Duty and Advice Team at the appropriate Social 
Services to discuss the concerns and ask advice. This will be the Social Care Team whose area covers 
the pupil’s home address.  

  

12. Attendance Reporting: 

The Marist works closely with the Local Authority in compliance with Working Together to Improve 
School Attendance (2024). The school completes non-attendance return for all pupils who miss 15 
days of school either through illness or other absence causes. A return is filed for each 15-day 
period missed by a pupil. 

The school Attendance Champions meet with the local Educational Welfare officer on a termly basis.  
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Appendix 1: School Registration Codes 
 

Code Description Category 
/ or \ Present AM or PM Present 

L Late (before registers close) Present 

B Educated off-site (Approved) Approved educational activity 

K Education provision provided by LA Approved educational activity 

P Sporting Activity (Approved) Approved educational activity 

V Educational trip Approved educational activity 

W Work Experience Approved educational activity 

C Other Authorized Absence Authorized absence 

C1 Other Authorised Absence (regulated performance or employment abroad) Authorised absence 

C2 Other Authorised Absence (part-time timetables) Authorised absence 

J1 Interview (employment or education) Authorised absence 

E Excluded Authorized absence 

M Medical/Dental Appointments Authorized absence 

R Religious Observance Authorized absence 

S Study Leave Authorized absence 

T Traveller Absence Authorized absence 

I Illness Authorized absence 

G Family Holiday (Not Agreed) Unauthorized absence 

N No Reason Unauthorized absence 

O Unauthorised Absence Unauthorized absence 

U Late (After Register Closes) Unauthorized absence 

D Dual Registration Not counted 

X Non-statutory school age absence Not counted 

Y1 Unable to attend (transport) Not counted 

Y2 Unable to attend (travel disruption) Not counted 

Y3 Unable to attend (partial school closure) Not counted 

Y4 Unable to attend (whole school closure) Not counted 

Q Unable to attend (lack of access arrangements) not counted 

Y5 Unable to attend (criminal justice detention) not counted 

Y6 Unable to attend (public health guidance) not counted 

Y7 Unable to attend (other unavoidable cause) not counted 
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Appendix 2: 
Procedure for Children Missing Education (Appendix 1, section 5 of Marist School 
Child Protection and Safeguarding Policy - 7a)   
  
The School shall inform the local authority of any pupil who is going to be added to or deleted from 
the School's admission register at non-standard transition points in accordance with the 
requirements of the Education (Pupil Registration) (England) Regulations 2006 (as detailed in Annex 
A of Pupil Missing Education Statutory Guidance September 2016). See below for reference.   
  
This will assist the Local Authority to:  

• fulfil its duty to identify pupils of compulsory school age who are missing from education; 
follow up with any pupil who might be in danger of not receiving an education and who 
might be at risk of abuse, neglect or radicalisation.  

  
The School shall inform the Local Authority of any pupil who:  

• fails to attend School regularly; has been absent without the school’s permission for a 
continuous period of 10 school days or more, or at such intervals as are agreed between the 
School and the local authority (or in default of such agreement, at intervals determined by 
the Secretary of State).  

School attendance registers are carefully monitored to identify any trends. Action should be taken in 
accordance with this policy if any absence of a pupil from the School gives rise to a concern about 
their welfare.   
  
Leavers – the Pupil Registration Regulations 2006 apply to the school.  
Annex A: Grounds for deleting a pupil from the school admission register   

   Grounds for deleting a pupil of compulsory school age from the school admission register set out 
in the Education (Pupil Registration) (England) Regulations 2006, as amended.    

1   8(1)(a) - where the pupil is registered at the school in accordance with the requirements of a 
school attendance order, that another school is substituted by the local authority for that named 
in the order or the order is revoked by the local authority on the ground that arrangements have 
been made for the pupil to receive efficient full-time education suitable to their age, ability and 
aptitude otherwise than at school.   

2   8(1)(b) - except where it has been agreed by the proprietor that the pupil should be registered at 
more than one school, in a case not falling within sub-paragraph (a) or regulation 9, or that she 
has been registered as a pupil at another school.   

3   8(1)(c) - where a pupil is registered at more than one school, and in a case not falling within sub-
paragraph (j) or (m) or regulation 9, that she has ceased to attend the school and the proprietor of 
any other school at which she is registered has given consent to the deletion.   

4   8(1)(d) - in a case not falling within sub-paragraph (a) of this paragraph, that she has ceased to 
attend the school and the proprietor has received written notification from the parent that the 
pupil is receiving education otherwise than at school.   

5   8(1)(e) - except in the case of a boarder, that she has ceased to attend the school and no longer 
ordinarily resides at a place which is a reasonable distance from the school at which she is 
registered.   

6   8(1)(f) - in the case of a pupil granted leave of absence in accordance with regulation 7(1A), that 
—   

i. the pupil has failed to attend the school within the ten school days immediately 
following the expiry of the period for which such leave was granted;   

ii. the proprietor does not have reasonable grounds to believe that the pupil is 
unable to attend the school by reason of sickness or any unavoidable cause; and   
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iii. the proprietor and the local authority have failed, after jointly making reasonable 
enquiries, to ascertain where the pupil is.   

 
7   8(1)(g) - that she is certified by the school as unlikely to be in a fit state of health to attend school 

before ceasing to be of compulsory school age, and neither she nor her parent has indicated to 
the school the intention to continue to attend the school after ceasing to be of compulsory school 
age.   

8   8(1)(h) - that she has been continuously absent from the school for a period of not less than 
twenty school days.   

  i. at no time was her absence during that period authorised by the proprietor in 
accordance with regulation 6(2);   

ii. the proprietor does not have reasonable grounds to believe that the pupil is 
unable to attend the school by reason of sickness or any unavoidable cause; and   

iii. the proprietor of the school and the local authority have failed, after jointly 
making reasonable enquiries, to ascertain where the pupil is.   

9   8(1)(i) - that she is detained in pursuance of a final order made by a court or of an order of recall 
made by a court or the Secretary of State, that order being for a period of not less than four 
months, and the proprietor does not have reasonable grounds to believe that the pupil will return 
to the school at the end of that period.   

10   8(1)( j ) - that the pupil has died.   
11   8(1)(k) - that the pupil will cease to be of compulsory school age before the school next meets 

and—   
i. the relevant person has indicated that the pupil will cease to attend the school; 

or   
ii. the pupil does not meet the academic entry requirements for admission to the 

school’s sixth form.   
12   8(1)(l) - in the case of a pupil at a school other than a maintained school, an Academy, a city 

technology college or a city college for the technology of the arts, that has ceased to be a pupil of 
the school.   

13   8(1)(m) - that she has been permanently excluded from the school.   
14   8(1)(n) - where the pupil has been admitted to the school to receive nursery education, that she 

has not on completing such education transferred to a reception, or higher, class at the school.   
15   8(1)(o) where-   

i. the pupil is a boarder at a maintained school or an Academy;   
ii. charges for board and lodging are payable by the parent of the pupil; and   

iii. those charges remain unpaid by the pupil’s parent at the end of the school term 
to which they relate.   
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Appendix 3: Leavers Protocols for Schools  
  

Planned Absence: Parents are always asked and expected to inform the school in advance of any 
planned absence. This is included in the school’s attendance policy.  
Planned Leaving: When the school becomes aware that a child is leaving, it is helpful if the 
parent can be asked to clarify this and be given the Leaving School Form to complete.   

  
Reasonable Enquiry Procedure for Unplanned Leavers and ‘No-shows’  

  
These procedures do not replace any safeguarding or child protection procedures or guidance 
but are to be used in conjunction with them.  
In line with the duty on all Children’s Services Authorities to safeguard the welfare of children (s. 
11 of the Children Act 2014), both the school and the Local Authority will put in place procedures 
designed to track the whereabouts of the child and to record that they have completed these 
procedures. These procedures apply only when contact has not been possible with the family 
and/or explanation provided is not reasonable or satisfactory.  

  
When a reasonable enquiry should be carried out:  

  
• Any pupil on a school roll who ceases to attend and the destination school and 

forwarding address is not yet known.  
• Pupils on a register for Reception or Year 7 who do not arrive on the expected start 

date.  
• Pupils who have not returned after a school/term-time holiday.  

 
Vulnerable Groups:  
Some children who experience certain life events are more at risk of missing education. These 
include, but are not limited to:  

  
• Young people who have committed offences  
• Children with long term medical or emotional problems  
• Children with a statement of special educational needs or Education Health and Care 

Plan (EHCP)  
• Looked after children  
• Children who are privately fostered  
• Young carers  
• Children who are permanently excluded from school and move  
• Children who have been excluded illegally  
• Children with a history of poor attendance  
• Children at risk of sexual exploitation  
• Children at risk of ‘honour’-based violence (including forced marriage and female 

genital mutilation  
• Children at risk of radicalisation  
• Children involved with gangs  
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Assessing Vulnerability:  
  
Vulnerability must be reassessed regularly as it may increase depending on new information 
or lack of information, and the passage of time itself may lead to increased concern.  
  
Is there a good reason to believe a crime may have been committed? For example:  
  
• Is there a history of domestic violence?  
• Is this very sudden and unexpected behaviour?  
• Has the child/young person gone missing without their family?  
• Are there health, religious or cultural reasons to believe the child/young person is at 

risk? For example, forced marriage, female genital mutilation)  
• Have there been suspicions in the past concerning this child and family which 

together with the sudden disappearance are worrying?  
  

If yes, then refer to police and Local Safeguarding Board.  
  

If the child/young person is subject to a Child Protection Plan the allocated social worker will be 
informed.   

  
The following will assist the school in making a judgement about a referral:  

  
• Have there been recent life events within the family which in light of this sudden 

disappearance may be significant? For example, changes in household, births or 
deaths, divorce, redundancy  

• Any significant incident in school? For example, bullying or disputes with staff  
• Have there been suspicions in the past which together with the sudden 

disappearance are worrying?  
• Have there been any concerns about the child associating with significantly older 

young people or adults?  
• Younger children are more at risk  

  
The school will exercise judgement to decide action, speed of response and need to use the Local 
Safeguarding Children Board procedures. Referral as appropriate may be made to the police, 
School Attendance Service (primary schools) or School Attendance Worker (High Schools).   

  
Reasonable Enquiry- School Actions Checklist  

  
In the case of a pupil being absent without explanation (including Reception and Year 7 pre-
admission list and in-year admissions offered a start date), schools must log their actions (letters, 
emails, phone calls, decisions). This can be done using the Reasonable Enquiry Form found within 
this document.  

  
Day 1:  

• Assessment of vulnerability.  
• First day calling to the parent and other contacts to establish the cause of absence 

and  when the child is likely to return.  
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• Email the parents if you have an email address.  
• Seek information from staff (subject tutors, form tutor, other staff who may have 

had contact with the pupil), pupils, other parents and other schools if pupil has 
siblings attending other schools, to try and determine the family circumstances as 
they may know, for example, if the family were intending to move or go on holiday.  

• Where concerns exist and there is no reasonable explanation or contact, consider 
escalating to a higher level to the School Attendance Lead or the DSL.   

  
Day 3:  

• Best Practice is to send a letter and email again on the third day of absence if still unable to 
contact the family by phone and they have not responded to messages left.  

  
Day 10:  
If no response to letters, phone messages or emails within a week, the school will notify the Local 
Authority School Attendance Service, providing a copy of the Reasonable Enquiry Form, who will 
then make further checks:  

  
• Primary Preparatory Schools by referring to their School Attendance Service Worker- 

who will conduct a home visit if required.  
• High Schools by referring to their School Attendance Officer.  

  
If the family are thought to be abroad or have not returned from leave, then a letter will be sent 
to the ‘Occupant’ at the last known address which may elicit further information.  

  
Day 20:  
After all reasonable checks have been conducted, matters may be resolved or sufficient 
information gathered to consider removing the child from the school roll. While it is the school’s 
decision to remove a pupil from their school roll, they must indicate which of the fifteen legal 
reasons under the Education (Pupil Registration) (England) Regulations 2006 the pupil is being 
removed from the school roll.  

  
Once removal from roll, the School Administrator must upload the child’s CTF on the database entering 
XXXXXXX into the destination field (pupils with no known destination) so any new school will be able to 
make contact.  

  
Letter to be sent to last known address informing that pupil is being removed from the school roll and 
Children Missing Education have been notified at the Local Authority.  

  
A copy of the letter will be kept in the pupil file.  
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 Appendix 4: Letters and Forms  
  

School’s Reasonable Enquiry Letter sent on third day of an unauthorised absence:  
  
School’s Headed Paper  
  
Parent Name  
Or Occupier or Landlord  
Address  

                                                                                                           Date  
  

Dear Parent (or Occupier or Landlord),  
  
CHILD’S name…………….Dob……………  
  
Your child last attended school on …………… and we have not heard from you, nor been able to 
contact you or your emergency contact numbers by phone, to find out the reason for absence 
and likely return date.  
  
Please can whoever receives this letter (the parent, friend, occupier or landlord) contact the 
school as a matter of urgency to tell us what the situation is.  
  
Please inform us if the family have moved, or gone away or on holiday; and let us have their 
new address or their phone numbers so we can establish contact; or give us details of any 
relatives or friends who may be able to assist. If the child is attending a new school then 
please let us know.  
  
The school and the Local Authority are required to carry out enquiries to find a child who 
stops attending school. If we do not receive an adequate reply to this letter within one week 
then the school is required to advise the Local Authority. An Attendance Worker will visit the 
home and may contact social services and/or the Police in the course of their enquiries.  
  
Your child’s absence is being marked unauthorised and we will be considering removing 
his/her name from the school roll if the absence continues.  
  
Thank you for your co-operation.  
  

    Yours sincerely,  
  

    Head Teacher  
Cc. pupil file  
       School Attendance Worker  

  
 
School’s Reasonable Enquiry Letter sent around the thirteenth day of unauthorised 
absence:  
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School’s Headed Paper  
  
Parent Name  
Or Occupier or Landlord  
Address  

                                                                                                             Date  
  

Dear Parent (or Occupier or Landlord),  
  
CHILD’S name…………….Dob……………  
  
Your child last attended school on ………. And we have not heard from you, nor been able to 
contact you or your emergency contact numbers by phone to find out the reason for absence 
and likely return date. We have also not received a response to a letter sent to your home 
address asking for information. Your home has been visited and enquiries carried out. We 
have now notified the Local Authority that your child may be missing education.  
  
As further information has not been forthcoming and your child has now had at least 13 days 
of unauthorised absence and you appear to no longer reside at the above address, I am 
writing to advise you that your child’s name will be removed from the school roll unless you 
get in touch within one week of the date of this letter.  
  
If you return, then you may need to obtain a new school place for your child. You will have to 
apply through your home Local Authority.  
  
  
Yours sincerely,  
  
  
Head Teacher  
Cc. Pupil file  
      School Attendance Worker  
      Children’s Social Care (for information if appropriate)  
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Appendix 5: Leaving School Form for Parents  
  
If your child is leaving school fill in this form AND RETURN IT TO THE SCHOOL OFFICE. If 
you are not sure of the details of your move, please let us know as soon as possible, but 
fill in this form as fully as you can before you leave.  

  
Pupil Leaving Form   

   
   
Please complete this form and return to the school office if your child(ren) will be leaving this school 
mid-term or if they are not returning to our school in the new academic year.   
   
Child’s name   Date of Birth   
1.      
2.      
3.      
4.      
   
   
   
Last day your child(ren) will be in school:  __________________________________________   
   
   
Reason for leaving (please tick):   
   
Moving out of the area 
(UK)   

Change of school but 
not moving home   

Moving outside of the 
UK   

Elective Home 
Education   

Other: please give 
details   

   
   

   
   
Destination:   
   
Name and address of new school   
   
   
   
   
   
   
   
   
   
   
   
   
   

Local Authority area or country if outside of 
the UK   
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If you are moving home please provide your new address including the postcode:   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
Date you expect to move to your new home:    
   
   
   
   

Contact details   Phone Number   Email Address   
Parent/carer full name:   
   
   
   

      

Parent/carer full  name:   
   
   
   
   
   

      

   
   
   
   
   
Parent/carer Signature   Date   
      
      
   
  
SCHOOLS USE ONLY – DATE FORM RETURNED TO SCHOOL OFFICE…………..…………………….  

THANK YOU FOR YOUR HELP  
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 Appendix 6: Schools Reasonable Enquiry Form   
  
To be completed prior to removal from roll  

  
The school will use this form  

• Where pupils have stopped attending, attempts to make contact have not 
been successful, and where the destination of the child is not known.  

  
It is appropriate to take a pupil off the school roll in the following circumstances:  

• 20 days continuous unauthorised absence, after both the school and Local 
Authority have collaborated to tried to locate pupil and Reasonable Enquiry has 
been undertaken.  
• This form should been returned to the LA CME team who have agreed off 
rolling after council tax and social care checks, and/or confirmed referral made to 
CME in new LA.  

  
SCHOOL NAME  
  
SCHOOL ATTENDANCE LEAD   ______________________________________________  
  

PUPIL DETAILS            Please attach school attendance certificate  Last date of 
Attendance  

 NAME:  DOB:         /           /               /           /      
SIBLING DETAILS      
SIBLING NAME:  DOB:         /           /               /           /      

NAME OF SCHOOL: (if different)    
More siblings? 

Continue in 
additional notes.  

PARENT CONTACT DETAILS      
ADDRESS  
  

    

FATHER/CARER NAME  
  

    

MOTHER/CARER NAME  
  

    

MOBILE NUMBERS  
  

    

LANDLINE TELEPHONE  
  

    

EMAIL  
  

    

ADDITIONAL and /or EMERGENCY CONTACT DETAILS   
FAMILY/FRIEND NAME  
  

    

CONTACT DETAILS  
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ENQUIRIES MADE BY SCHOOL    
PHONE CALL 1  Date:     /        /  Tel:   Outcome:  
PHONE CALL 2  Date:     /        /  Tel:   Outcome:  
PHONE CALL 3  Date:     /        /  Tel:   Outcome:  
LETTER SENT  Date:     /        /      

  
  

ENQUIRIES MADE BY ATTENDANCE WORKER  
NAME OF ATTENDANCE WORKER                                                                         TEL:    
Home Visit  Date:     /        /  

Anyone Home?  
Yes ☐  No ☐  

  
Card Left ☐  

Outcome:  

Accommodation appears 
uninhabited  

Bins Empty   
Y ☐ N ☐  

Post Piled Up   
Y ☐ N ☐  

Estate Agent Sign Outside   
Y ☐ N ☐  
If Y Name/Tel of Estate Agent:  

Information from 
Neighbours  

House No.    
Details:  

Letter sent by attendance 
worker  

Date:     /        /  Outcome:  

OTHER INFORMATION  
Was absence following a 
holiday?  ☐ Yes ☐ No ☐ Authorised ☐ Unauthorised  

Any previous long absences 
or holiday?  ☐ Yes ☐ No ☐ Authorised ☐ Unauthorised  

Known to Children’s Social 
Care?  

☐ Yes ☐ No   
Name of Social Worker:……………………………………………………  
Social Worker Tel: …………………………………………………………  

Any welfare/vulnerability 
concerns? E.g. domestic 
violence, SEN, temporary 
accommodation, mobility.  

☐ Yes ☐ No   
Give details:…………………………………………………………………  
…………………………………………………………………………………  
…………………………………………………………………………………  

Friends/Facebook?  ☐ Yes ☐ No Indicated destination…………………………………….  
……………………………………………………………………………….  

Pupil Email Address    
Previous School Attended    
Any recent breakdown in 
relationships known e.g. in 
school between pupils, or 
between pupil or parent and 
school? E.g. over different 
opinions relating to 
behaviour, exclusions or SEN  

  

Ethnicity    
ADDITIONAL INFORMATION  
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SCHOOL SIGNATURE  
Name:  
Role:  

Date:      /         /  

SCHOOL ATTENDANCE SERVICE WORKER   SIGNATURE  
Name:  Date:      /         /  
CME SIGNATURE  
Name:  Date:      /         /  
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Ratified:  (date)      Review Due: (date) 

 

Signed:  

 

 

Mrs J Smith 
Principal 
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