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Attendance 
 

Attendance is the essential foundation to positive outcomes for all learners and 
should therefore, be seen as everyone’s responsibility in Centre. 

 
Rivers ESC values the mental health and wellbeing of every member of its 
community. 

 
Our policies reflect the core values of respect and support for each other in every 
aspect of life. Our aim is that all in our community, through working together, to feel 
safe and secure in an environment, which enables and equips every individual to 
thrive and be respectful of each other’s strengths and differences. 

 
Context 
Rivers Education Support Centre (Rivers ESC) offers educational provision for 
learners from Key Stage 1-4 who, for a variety of reasons, have not flourished in 
mainstream education. The learners may have a range of social, emotional, 
behavioural and learning needs that often impair their ability to take part in sustained  

Vision 

Rivers ESC over-arching aim is to enable all learners to re-engage in the process of 
education and learning. We are committed to supporting all learners to achieve their 
full potential. 

This is what we pride ourselves in. We recognise that for some learners there have 
been many previous barriers to attendance and engagement in school. However, we 
are committed to finding the best ways of supporting, inspiring and motivating 
learners to attend and engage. Learners are encouraged to understand the 
importance of good attendance and time-keeping as this sets good habits for future 
employment and training as a key life skill. To this end we devise and develop 
personalised learning programmes to meet the individual needs of our learners. 

At Rivers ESC, the staff and the Management Committee are committed to this 
cause. We work tirelessly with parents/carers to join us in this community 
commitment. Creating an environment where learners enjoy attending is of vital 
importance to us and we will work collaboratively with each learner, their family and 
any other relevant professionals to this goal. 

Responsibilities and Expectations 

The responsibility for attendance is shared between the parent/carer, learner, Rivers 
ESC and the Local Authority Attendance Officer (LAAO). It is important that we all 
understand the expectations and we are all committed to raising levels of attendance 
and punctuality. 

Responsibilities of Rivers ESC 

• We will provide a safe learning environment and maintain records of attendance 



according to legislation and guidance on a daily basis. 

• We will clearly distinguish between absences which are authorised and those which 

are unauthorised (it is the decision of the Headteacher as to whether or not an 

absence will be authorised). 

• We will follow up all instances of poor attendance and punctuality. 

• Schools who have pupils on a dual registration basis with Rivers will receive 

attendance data on either a daily or weekly basis depending on what has been 

agreed with the school. 

• We will keep parents/carers informed of the learner’s attendance/punctuality and 

work with parents/carers should either give cause for concern. 

• We will monitor attendance and punctuality levels and report to the Management 

Committee on a termly basis. 

• We will liaise regularly with the Local Authority Attendance Officer (LAAO) over 

attendance and punctuality issues relating to individual learners. 

• We have a responsibility to safeguard all learners and therefore will take all 

appropriate steps to make sure a learner is safe if they are not in Centre. 

 
Responsibilities of the Parents/Carers 

• Ensure the learner attends Centre regularly and on time. 

• Ensure the learner is dressed according to the dress code and equipped and in a 

fit condition to learn. 

• Be positive about the importance of good attendance. 

• Work with the Centre to resolve attendance problems. 

• If a learner is ill, parents are required to inform the Centre on the first day of 

absence and everyday thereafter until they are well enough to return. 

• Family holidays are never taken during term time. 

• Avoid arranging non-urgent medical appointments during Centre hours/term time. 

• Inform the Centre immediately of any change to contact details. 

Responsibilities of the Learner 

• Attend Centre and all of their lessons regularly and on time. 

• Be ready to learn. 

• Engage in discussions and meetings to improve their attendance where necessary. 

• ‘Be in the right place at the right time’. 

• Come appropriately dressed with the right equipment. 



Responsibility of the Local Authority Attendance Officer (LAAO) 

• Regular consultation visits meeting with the Centre’s Attendance Officer, and the 

Deputy Headteachers to identify learners experiencing attendance difficulties. 

• Pre-referral work prior to a case being accepted, which may include telephoning or 

writing to parents/carers about the learner’s absences or lateness. 

• Attending meetings with parents/carers arranged by the Centre to emphasise the 

need for improved attendance and the possibility that, if this does not occur, the 

LAAO will become involved. 

• Casework with learners and parents/carers which may include making home visits, 

offering specific support to individual learners or parents/carers, facilitating case 

conferences and other meetings or enabling the learner and parents/carers to 

access appropriate support from other services and agencies. 

• The LAAO will follow up all instances of learners who are absent from Centre for 

more than 4 weeks and who subsequently cannot be traced. 

 
Registration 

• Registers will be taken as the learner arrives in Centre, this will then be inputted on 

an electronic system (ARBOR). 

• Registers are marked consistently by staff using attendance codes in accordance 

with the Education (Pupil Registration) Regulations 2006. 

• Learners will not leave the Centre site without permission. 

• All learners must be signed in and out at reception. This is a Health & Safety and 

Safeguarding requirement. 

• The Centre will liaise with Alternative Providers to obtain the correct register mark. 

 
 

Lateness 

• First contact home will be made if a learner fails to arrive 10 minutes after their 

expected start time. 

• Any learner arriving Late will be marked as `L’. 

• Any learner arriving after the register has closed (9.30am/2pm) will be marked as 

‘U’ 

• Parents/Carers will be contacted if the learner is regularly late for Centre, the 
attendance support officer will contact to work towards a way forward. 



• In the unlikely event that a learners’ attendance and punctuality do not improve 

this may result in a Fixed Penalty Warning Notice (FPN) being issued. 

Absence 

• Parents/carers must keep Rivers ESC well informed on a daily basis of 
circumstances relating to attendance. 

• Parents/carers are expected to keep absences to a minimum. Any absence 

explanation will be authorised at the discretion of the Headteacher. 

• All medical/dental appointments should be made, whenever possible, out of Centre 

hours. If an appointment is made during the Centre day medical evidence will be 

required, it is then the decision of the Headteacher to authorise the absence or not. 

• If a learner is ill, parents/carers are required to inform the Centre on the first day 

of absence and everyday thereafter until they are well enough to return. It is 

important that communication is maintained. 

 
Authorised Absence 

Authorised absences are sessions away from Centre for a legitimate reason 
including, 

but not limited to; 

• Sickness 

• Medical appointments which are unavoidable 

• Days of religious observance 

• Exceptional close-family circumstances such as bereavement 

• Approved sporting activities 

 
 

Unauthorised Absence 

Absence will be unauthorised by the Headteacher when; 

• No explanation has been provided by parents/carers following a request from 

Centre. 

• Attendance levels are below 85%. The Government classifies the learner with 

attendance below 85% as a Persistent Absentee, whatever the reason for absence. 

Therefore, medical evidence or copies of appointment letters/cards will be 

requested. 

• The Headteacher is dissatisfied with the explanation provided. 



• The reason for the absence is not directly related to the learner e.g. parent/carer is 

ill. 

• Leave of absence is taken without the agreement of the Headteacher. 

 
 

Truancy 

Truancy is recorded as an unauthorised absence. Learners are made aware that this 

behaviour is unacceptable. A record will be made in the learner’s Centre file. The 
local Police Community Support Officer (PCSO) may be informed of any truancy and 
the PCSO and LAAO will work together with the Centre on serious cases of repeated 
truancy. 

Continuing Absence Procedures 

In the event of an absence of three or more days without contact from the family, a 
home visit will be made. 

Any learner who is absent without explanation for 10 consecutive or who has a 
pattern of erratic attendance will be referred to the LAAO. Such cases may result in a 
case being opened by the LAAO and targets will be set for improvement. 

 
 

Frequent/Persistent Absence Procedures 

Regular monitoring of the registers will be made by Centre to identify learners with a 

pattern of absences. Whilst school attendance requires a whole Centre approach, 
the Centre Attendance Improvement Officer will be responsible ensuring that plans 
are in place for each learner of concern. 

Parents and carers will be informed that any future absences will only be authorised 
where official supporting documentation is received by the school i.e. medical 
appointment cards etc. 

Initially the Centre will try to resolve the problem with parents/carers, but if the 
pattern continues the Centre will offer further support to the learner. i.e. a request to 
Early Help via the local MASH Team in the Local Authority for the family. 

 
 

Leave of Absence During Term Time 

There is no automatic entitlement in law for time off during term time. In accordance 
with DfE guidance, requests for leave of absence will only be given in exceptional 

circumstances. Requests will be considered on an individual basis and must be 
made in writing to the Headteacher at least 4 weeks prior to the commencement of 
the requested leave of absence. Should the leave of absence not be requested, or 
requested and not agreed by the Headteacher and taken, the leave will be 
unauthorised, putting the parents/carers at risk of the Centre applying to the Local 
Authority for a Penalty Notice to be issued to the parents. Should the absence be 



part of on-going poor attendance, this may result in the involvement of a Local 
Authority Attendance Officer (LAAO). 

In addition 

• Retrospective permission will not be granted for leave of absence already taken. 

• Parents/carers are expected to contact the Centre if they are unable to return from 

leave of absence on the agreed date, providing a reason for the delay. They may 

be required to provide confirmation of the reason for the delay. 

 
Reduced timetables 

Reduced timetables are only considered if it is in the best interests of the learner’s 
physical or mental health. In this case the following procedure will be followed: 

• Consult with relevant agencies to determine the education and support provision 

that would best meet the learners individual need. 

• Obtain written consent to the arrangements from the learner’s parents/carers. 

(Should parents/carers not agree to the reduced timetable it cannot be 

implemented). 

• Confirm in writing, which adults will be responsible for the duty of care for the 

learner during sessions when they are not attending Centre. 

• Review meetings conducted over a six-week period including both the learner and 

parents. 

• Submit the reduced timetable to the Local Authority and subsequently inform them 

when the learner returns to full time education or there is a change to their 

timetable. 

• Record the learner’s absence from Centre for sessions when he, she is not in 

attendance as authorised (register code C). 

 
Child Missing in Education CME 

Should a parent/carer proceed with leave of absence when permission has not been 

granted and the absence exceeds 4 weeks, the Headteacher may remove the 
learner from the roll of the Centre. Children missing education are at significant risk 
of underachieving, being victims of harm, child sexual exploitation or radicalisation, 
and becoming NEET (Not in Education, Employment or Training) later in life. 

In both circumstances, the Centre must notify the LAAO. A learner will only be 
removed from roll should the Centre and Local Authority be unsuccessful in locating 



the family, at which time, the learner will be referred to the Children Missing in 
Education Officer (CMEO). 

Fixed Penalty Notices 

As a final and last resort where all other avenues of support have been exhausted 
we may have re-course to the use of Fixed Penalty Notices. 

 

MBC/MG – July 2023 


