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BEAUCHAMPS HIGH SCHOOL  
Beauchamps Drive, Wickford, SS11 8LY   

Headteacher: Mathew Harper BA Hons, NPQH  

  

AƩendance and Punctuality Policy  
School Policy/Procedure No: 07  

  

  
Last Reviewed: September 2025  

  

  
Last Amended: September 2025  

  
Next Review: September 2026  

This policy has been updated in accordance with statutory guidance ‘Working together to 

improve school aƩendance’ (DfE) which came into effect on 19 August 2024.  

  

Important Contacts  

  
The name and contact details of the Senior AƩendance Champion – the senior leader responsible 
for the strategic approach to aƩendance in our school is: Mr Josh Beaumont 
jbeaumont@beauchamps.essex.sch.uk  

  
The name and contact details of the school staff member students and parent(s)/carer(s) should 
contact about aƩendance on a day-to-day basis is:  

Student RecepƟon 01268735466 (opt 1) 
studentrecepƟon@beauchamps.essex.sch.uk   
  
The name and contact details of the school staff member students and parent(s)/carer(s) should 
contact for more individual support with aƩendance:  

AƩendance Manager Ms L Sherman 
lsherman@beauchamps.essex.sch.uk  
  
Year Leaders  

Mrs T Hampton (Year 7)  
thampton@beauchamps.essex.sch.uk  
 
Mrs D Leforgeais (Year 8)  
dleforgeais@beauchamps.essex.sch.uk  
  
Miss F Horley (Year 9)  
Ĭorley@beauchamps.essex.sch.uk  
  
Miss L Whitehead (Year 10) 
lwhitehead@beauchamps.essex.sch.uk 
  
Mrs J Watler (Year 11)  
jwatler@beauchamps.essex.sch.uk  
  
Miss J Gargrupe (Sixth Form) 
jgargrupe@beauchamps.essex.sch.uk  
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IntroducƟon  
AƩendance is everyone’s responsibility. Aspiring to and maintaining high levels of aƩendance 

requires a joint effort and approach from all involved in a child’s educaƟon. A summary from the 

Department for EducaƟon (DfE) of the responsibiliƟes for parent(s)/carer(s), schools, governing 

bodies and local authoriƟes to improve school aƩendance can be found here.  

  

Beauchamps High School recognises that posiƟve behaviour and good aƩendance are essenƟal to 

raise standards of student aƩainment and to give every child/young person the best educaƟonal 

experience possible.  

  

The law enƟtles every child of compulsory school age to an effecƟve, full-Ɵme educaƟon suitable to 

their age, apƟtude and any special educaƟonal need they may have. It is the legal responsibility of 

every parent/carer to make sure their child receives that educaƟon either by aƩendance at a school 

or by educaƟon otherwise than at a school.  

  

Where parent(s)/carer(s)decide to have their child registered at school, they have an addiƟonal legal 

duty to ensure their child aƩends that school regularly. This means their child must aƩend every day 

that the school is open, except in a small number of allowable circumstances such as being too ill to 

aƩend or being given permission for an absence in advance from the school. Parents may be 

recognised differently under educaƟon law, than under family law. SecƟon 576 of the EducaƟon Act 

1996 states that a ‘parent’, in relaƟon to a child or young person, includes any person who is not a 

parent (from which can be inferred ‘biological parent’) but who has parental responsibility, or who 

has care of the child.  

  

The Department for EducaƟon (DfE) has updated statutory guidance for maintained schools, 

academies, independent schools and local authoriƟes. It is called “Working together to improve 

school aƩendance” and it includes a NaƟonal Framework in relaƟon to absence and the use of legal 

sancƟons. Our School AƩendance Policy reflects the requirements and principles of that statutory 

guidance. This policy will be reviewed, amended as necessary and published annually in accordance 

with current legislaƟon and guidance.  

  

This policy is wriƩen with the above guidance in mind. The importance of good aƩendance is 

underpinned by our vision at the school:  

  

The Beauchamps community is a family, in which everyone aspires to achieve their best and beyond.   

• All family members feel safe, valued and trusted  

• Our family believes in mutual respect and courtesy  

• All students are inspired by a curriculum delivered by outstanding teaching  

  

Aims of the policy  

• To ensure that all students aƩend as near full-Ɵme as possible, in order to maximise their 

educaƟonal  achievement and social development.  

• To discharge the school’s duty to safeguard its students to the best of its ability.  

• To ensure that all those responsible for the educaƟon of students, including parents/carers, 

staff and g overnors, understand and accept their responsibiliƟes in relaƟon to aƩendance.  

• To minimise absence from school, thereby reducing levels of persistent and severe 

absenteeism.  

• To improve the life chances of students and prepare them to be fully contribuƟng ciƟzens 

when they reach adulthood.  

• To safeguard the welfare, health, social and emoƟonal development of students.  



3  
  

• To support parent/carer engagement and responsibility for their child’s aƩendance and 

educaƟon.  

• To promote commitment to educaƟon and high achievement.  

• To maximise the potenƟal of every individual student.  

• To enforce Essex County Council’s policies and code of conduct for students whose 
aƩendance is a concern and families who are tolerant to this happening, or to use it as a 
means of improving aƩendance.  

  

PromoƟng Excellent AƩendance and Punctuality  

At Beauchamps High School, we believe in developing good paƩerns of aƩendance and set high 

expectaƟons for the aƩendance and punctuality for all our students from the outset. It is a central 

part of our school’s vision, values, ethos and day to day life. We recognise the connecƟons between 

aƩendance, aƩainment, safeguarding and wellbeing.  

  

Helping to create a paƩern of regular aƩendance is the responsibility of parent(s)/carer(s), students 

and all members of school staff including governors.  

  

To help us all to focus on this, we will:  

  

• Submit a daily aƩendance return to the Department of EducaƟon, in line with the legal 

expectaƟons placed on all schools.  

• Build strong relaƟonships and work jointly with families.  

• Give parents/carers details on aƩendance in our newsleƩers.  

• Promote the benefits of high aƩendance.  

• Accurately complete admission and, with the excepƟon of schools where all students are 

boarders, aƩendance registers and have effecƟve day to day processes in place to follow-up 

absence as required by law.  

• Celebrate excellent aƩendance by displaying and reporƟng individual and class achievements.  

• Recognise students who achieve 97% aƩendance or beƩer, who will be rewarded with an 

aƩendance badge in the academic year following when this was achieved.   

• Recognise students who record no late marks, who will be rewarded with a punctuality badge in 

the academic year following when this was achieved.   

• Run fortnightly aƩendance raffles to win prizes such as ‘Q-jump’ and free lunch voucher.  

• Run other prize draws for Monthly Challenges (Super Start September, Non-stop November, 

Jump into January and Make March MaƩer).  

• Report to parents/carers regularly on their child’s aƩendance and the impact on their progress.  

• Contact parents/carers should their child’s aƩendance fall below the school’s target for 

aƩendance.  

  

The school day:  

RegistraƟon Period 8.30am-8.50am (Registers will close formally at 9.00am)  

Lesson One  8.50am-9.50am  

Lesson Two  9.55am-10.55am  

Break  10.55am-11.10am  

Lesson Three  11.10am-12.10pm  

Lesson Four  12.15pm-1.15pm  

Lunch  1.15pm-1.50pm  

Lesson 5 and PM registraƟon  1.50pm-3.00pm (PM registraƟon will take place between  

1.50pm-2.00pm. Registers will formally close at 2.20pm)  



4  
  

Understanding Types of Absence  

Any absence affects the rouƟne of a child’s schooling and regular absence will seriously affect their 

learning journey and ability to progress. Any student’s absence or late arrival disrupts teaching 

rouƟnes and so may affect the learning of others in the same class. Ensuring a child’s regular 

aƩendance at school is a parent/carer responsibility and allowing absence from school, without a 

good reason, creates an offence in law and may result in prosecuƟon.  

  

Every half-day absence from school has to be classified by the school (not by the parent/carer), as 

either authorised or unauthorised. This is why informaƟon about the cause of any absence is 

always required. Each half-day is known as a ‘session’.  

  

Authorised absences are morning or aŌernoon sessions away from school for a genuine reason 

such as illness (although you may be asked to provide supporƟng medical documentaƟon for your 

child before this can be authorised), medical or dental appointments which unavoidably fall in 

school Ɵme, emergencies or other unavoidable cause.  

  

SupporƟng parent(s)/carer(s) making the difficult decision as to whether their child should be 

reported absent – helpful consideraƟons  

  

Each day spent in face-to-face educaƟon is invaluable to a student’s personal and academic 

development. The decision to keep your child at home should not be taken lightly. As a guide, if 

your child would be well enough to aƩend a family/friend’s birthday, wedding, concert or other 

event, then they would be well enough to aƩend school.   

  

Other quesƟons to support in making your decision include:  

• Is the absence avoidable?   

• Have you referred to the NHS/ECC guidance? (See Appendix A)  

• Is your child alert and somewhat acƟve?   

• Are they able to engage in conversaƟon?  

• Are they able to take in basic informaƟon?  

• Could any accommodaƟons be made to allow aƩendance at school such as medicaƟon?  

• If you have concerns about your child not feeling well, but they wish to aƩempt the school day, 
please let us know on the day and we can monitor them and contact you if the circumstances 
change.  

  

Unauthorised absences are those which the school does not consider reasonable and for which no 

‘leave’ has been granted. This type of absence can lead to the school referring to the Local Authority 

for penalty noƟces and/or legal proceedings.   

  

Unauthorised absence includes, (however this list is not exhausƟve):  

• Minor illnesses (coughs/colds, sore throat, headache, stomach-ache, period pains etc) are not 

considered to necessitate absence from school and these reasons will not be rouƟnely 

authorised.  

• Parents/carers keeping children off school unnecessarily e.g. because they had a late night or 

for non-infecƟous illness or injury that would not affect their ability to learn.  

• Absences which have never been properly explained (e.g. just staƟng child is ‘unwell’).  

• Children who arrive at school aŌer the close of registraƟon are marked using a ‘U’. This indicates 

that they are in school for safeguarding purposes, however this is counted as an absence for the 

session.  

• Shopping trips.  
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• Looking aŌer other children or children accompanying siblings or parent(s)/carer(s) to medical 

appointments.  

• Their own or family birthdays.  

• Holidays taken during term Ɵme, not deemed ‘for excepƟonal purposes’ by the headteacher, 

including any arranged by other family members or friends.  

• Day trips.   

• Other leave of absence in term Ɵme which has not been agreed.  

  

Please note, should your child be absent due to vomiƟng or diarrhoea, there is no 48-hour rule.  If your 
child is no longer showing symptoms of vomiƟng or diarrhoea and feels well enough to return to school, 
they should do so.  
  

Typically, we will not authorise absences related to menstrual cycles. The school can provide heat packs 
to relieve pain and discomfort whilst at school. Should there be any concerns please contact your child’s 
Year Leader to discuss any potenƟal accommodaƟons and to ensure we are aware.  Our students’ welfare 
is always a priority.  
  

Persistent Absenteeism (PA) and Severe Absenteeism (SA)  

  

A student is defined by the Government as a ‘persistent absentee’ when they miss 10% or more 

schooling across the school year for any reason; this can be authorised or unauthorised absence. 

Absence at this level will cause considerable damage to any student’s educaƟon and we need the 

full support and co-operaƟon of parent(s)/carer(s) to resolve this. All students who have aƩendance 

levels of 90% or below are considered to be a persistent absentee.  

  

A student who has missed 50% or more schooling is defined by the Government as ‘severely 

absent’.  Students within this cohort may find it more difficult to be in school or face bigger barriers 

to their regular aƩendance and as such, are likely to need more intensive support.  

Below is a visual representaƟon of the impact Ɵme away from school can have:  
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Absence Procedures  

  

First Day Absence Contact  

  

Parent(s)/carer(s) must noƟfy the school if their child is unable to aƩend for any unavoidable 

reason, such as illness, by 9.00am, when our register closes.   

  

The name and contact details of the school staff member students and parent(s)/carer(s) should 

contact about aƩendance on a day-to-day basis is:  

Student RecepƟon 01268735466 (opt 1) 

studentrecepƟon@beauchamps.essex.sch.uk   

  

All absence messages must be passed directly to Student RecepƟon and/or the AƩendance 

Manager. If the AƩendance Team do not receive noƟficaƟon, they will telephone on the first day of 

absence, to try to ascertain the reason. Please note, unƟl your child arrives at school, the duty of 

care and responsibility for the child’s safety and punctuality remains with the parent/carer.   

  

If your child is absent, we will:  

• Telephone or contact you via Edulink on the first day and every subsequent day of absence, if we 

have not heard from you.  However, it is your responsibility to contact us.  

• If we are unable to make contact with parent(s)/carer(s) by telephone, we will telephone 

emergency contact numbers, send leƩers home and a home visit may be made in the interest of 

safeguarding.  

  

ConƟnuing Absence Procedures  

  

An absence of three or more days with or without authorisaƟon is subject to safeguarding/welfare 

checks which may include home visits.  A referral will be made to the Local Authority if no contact 

has been made with parent(s)/carer(s) by the 10th day of absence (or sooner if deemed 

appropriate), at which point your child will be considered to be “missing from educaƟon”.  

  

A family may be referred to the school designated safeguarding lead (DSL) if there are concerns that 

the parent(s)/carer(s) are not providing support for the wellbeing of their child.  

  

RegistraƟon and punctuality procedures  

  

Poor punctuality is not acceptable and can someƟmes lead to irregular school aƩendance paƩerns. 

Good Ɵme-keeping is a vital life skill which will help children as they progress through their school 

life and out into the wider world.  

  

Students who arrive late disrupt lessons and if a child misses the start of the day, they can feel 

unseƩled, embarrassed and risk missing vital work and important messages from their class teacher.   

  

The Ɵmes of the start and close of the school day for all students at Beauchamps High School are:  

Gates open: 8.00am   

RegistraƟon period starts: 8.30am  

RegistraƟon period closes: 8.50am  

End of the school day: 3.00pm   

  

Should your child arrive aŌer 8.30am, but before 9.00am, they will receive a late mark (‘L’ code).   
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At 9.00am the registers will be closed. If your child arrives aŌer that Ɵme, they will receive a mark 

that shows them to be on site – ‘U’, but this will not count as a present mark and it will mean that 

they have an unauthorised absence for that session.   

Any student who arrives late to school (‘L’ or ‘U’ code) will be issued with a lunch Ɵme detenƟon on 

the same day.  They will have their phone collected and held unƟl they have aƩended and 

completed their detenƟon.  Should a student fail to aƩend this detenƟon, they have a second 

chance to sit the detenƟon on the following school day.  If a student misses both chances to sit this 

detenƟon, it will be escalated in line with the Behaviour Policy to a C4.  Parent(s)/carer(s) will be 

noƟfied of their child’s late arrival via electronic communicaƟon, although responsibility will be 

placed with the student to aƩend their sancƟon and develop posiƟve aƩendance habits.  All 

sancƟons are applied to deter students from developing poor habits and fostering high expectaƟons 

in all aspects of the students’ aƫtude and aƩainment.   

  

Persistent poor punctuality to school will be followed up by the Year Lead Team, AƩendance Team 

and if deemed appropriate, a referral to the Local Authority. This is to ensure that students develop 

organisaƟonal skills, responsibility for their Ɵmekeeping and a clear understanding of the 

importance of being punctual.  

  

Understanding barriers to aƩendance  

  

Parents/carers should do everything possible to encourage their child to aƩend. However, if the 

reason for a child’s reluctance to aƩend appears to be school based, such as difficulty with work, or 

relaƟonship issues within school, parent(s)/carer(s) should discuss this with the school at the 

earliest opportunity and the school will do everything possible to resolve the problem. Failing to 

address a child’s reluctance to aƩend school is likely to make the maƩer worse.  

  

Successfully treaƟng the root causes of absence and removing barriers to aƩendance, at home, in 

school or more broadly requires schools and local partners to work collaboraƟvely in partnership 

with, not against families. All partners should work together to:   

  

Expect – We will aspire to high standards of aƩendance from all students and parent(s)/carer(s) and 

build a culture where all can and want to, be in school and ready to learn by prioriƟsing aƩendance 

improvement at Beauchamps.   

  

Monitor – We will rigorously use aƩendance data to idenƟfy paƩerns of poor aƩendance (at 

individual and cohort level) as soon as possible so all relevant parƟes can work together to resolve 

them before they become entrenched.   

Listen and understand - When a paƩern is spoƩed, we will discuss with students and 

parent(s)/carer(s) to listen to and understand barriers to aƩendance and agree how all partners 

can work together to resolve them. Some students face greater barriers to aƩendance than their 

peers. These can include students who suffer from long-term medical condiƟons or who have 

special educaƟonal needs and disabiliƟes, or other vulnerabiliƟes, such as being a young carer. Our 

high expectaƟons of aƩendance remain however, we will work with families and students to 

support improved aƩendance whilst being mindful of the addiƟonal barriers faced. We can discuss 

reasonable adjustments and addiƟonal support from external partners where appropriate. In 

implemenƟng our policy, the school will consider its obligaƟons under the Equality Act 2010 or 

consideraƟons under the UN ConvenƟon on the Rights of the Child.   

Facilitate support – We will seek to remove barriers in school and help students and 

parent(s)/carer(s) to access the support they need to overcome the barriers outside of school. This 
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may include an early help or whole family plan where absence is a symptom of wider issues. We can 

use outside agencies to help with this, such as the School Nurse, Mental Health and EmoƟonal 

Wellbeing support services, a Child and Family Support Worker or the relevant Local Authority 

team/s. Where outside agencies are supporƟng the family, you may be invited to aƩend a Team 

Around the Family meeƟng (TAF) to consider what is working well and what needs to improve.  

  

Formalise support - Where absence persists and voluntary support is not working or not being 

engaged with, we will work together to explain the consequences clearly and ensure support is also 

in place to enable families to respond. Depending on the circumstances this may include formalising 

support through an aƩendance contract or educaƟon supervision order.   

  

Enforce - Where all other avenues have been exhausted and support is not working or not being 

engaged with, we will seek to enforce aƩendance through statutory intervenƟon: a penalty noƟce in 

line with the NaƟonal Framework or prosecuƟon to protect the student’s right to an educaƟon.  

  

Persistent absentees  

  

Only the Head Teacher or designated member(s) of staff acƟng on their behalf, in this case the 

Senior Leader with strategic oversight for aƩendance, can authorise absence. If there is no known 

reason for the absence at registraƟon, then the absence will be recorded as unauthorised, unƟl a 

saƟsfactory reason is provided. If the reason given is not saƟsfactory in the school’s view and/or 

evidence of the reason cannot be provided, the absence will be coded as O (unauthorised absence).  

  

All students whose absence is below 90% may be required to bring medical evidence to support any 

absence from school, otherwise it will be O coded. Absence notes received from parent(s)/carer(s) 

will be kept for the remainder of the academic year; or longer if there are concerns that require 

further invesƟgaƟon or legal acƟon. The aƩendance team works closely with the safeguarding team 

to ensure vulnerable students are closely monitored. If any student is persistently late or has poor 

aƩendance to school, the Year Leader and the AƩendance Manager will iniƟally arrange to meet 

with the parent(s)/carer(s). If this conƟnues, intervenƟon may also include the involvement of the 

Local Authority.  

  

Frequent/Persistent Absence Procedures  

  

Regular reviews of the registers will be made to idenƟfy students with a paƩern of absences that 

may lead to Persistent Absence (PA), (absence for 10% or more in a half term). The AƩendance 

Team will be responsible for the idenƟficaƟon of any emerging concerns and puƫng in place acƟons 

for each student of concern.  This will also involve the support and guidance of the  

AƩendance Manager. Weekly aƩendance management meeƟngs take place between the Year Leads 

and the AƩendance Manager to idenƟfy and address any concerns. IniƟally, the school will try to 

resolve the problem with parent(s)/carer(s), but if the paƩern conƟnues the school may refer to the 

School Nurse if the problem appears to be a medical one. In cases where there appear to be issues 

requiring outside intervenƟon to support the family and the child, referrals may be made for 

external agency support.  It may be required that some PA students and their parent(s)/carer(s) be 

subject to an AcƟon Plan. Such a plan may include allocaƟon of addiƟonal in-school or external 

support.  Examples of unjusƟfiable reasons for absence from school are stated on page 4.  The 

maƩer may also be referred to the Local Authority.  
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RequesƟng leave of absence during term Ɵme  

  

Taking your child out of school during term Ɵme could be detrimental to their educaƟonal progress. 

There is no enƟtlement to parent(s)/carer(s)to take a child out of school during term Ɵme, however 

you may apply to the school for leave of absence in excepƟonal circumstances (the form can be 

found on the following link - AƩendance | Beauchamps High School). Agreement to each request is 

at the discreƟon of the Headteacher, acƟng on behalf of the Governing Body (Pupil RegistraƟon 

RegulaƟons 2024). If the absence is not authorised and the leave is taken, the maƩer will be 

referred to the Local Authority who may issue a Penalty NoƟce. Failure to submit a leave of absence 

request will result in the absence being unauthorised and a referral to the Local Authority who may 

again issue a Penalty NoƟce as above.   

  

Consequences of Poor AƩendance /Punctuality  

  

Local Authority aƩendance support services  

  

Local Authority AƩendance Specialists work strategically by offering support to schools, to reduce 

persistent absence and improve overall aƩendance.  

  

Parent(s)/carer(s) are expected to work with the school and local authority to address any 

aƩendance concerns.  Parent(s)/carer(s) should proacƟvely engage with the support offered, aiming 

to resolve any problems together. This is nearly always successful. If difficulƟes cannot be resolved 

in this way, the school may consider more formal support and/or refer the child to the Local 

Authority. If aƩendance does not improve, legal acƟon may be taken in the form of a Penalty NoƟce 

(Essex Code of Conduct) or prosecuƟon in the Magistrates Court.   

  

School AƩendance and the Law  

  

New legislaƟon was passed – The School AƩendance (Pupil RegistraƟon) (England) RegulaƟons 2024 

introduced a NaƟonal Framework in England. By law, all children of compulsory school age must 

receive an appropriate full-Ɵme educaƟon (EducaƟon Act 1996).  Parent(s)/carer(s) have a legal duty 

to ensure their child aƩends school regularly at the school at which they are registered.  

  

Parents may be recognised differently under educaƟon law, than under family law. SecƟon 576 of 

the EducaƟon Act 1996 states that a ‘parent’, in relaƟon to a child or young person, includes any 

person who is not a parent (from which can be inferred ‘biological parent’) but who has parental 

responsibility, or who has care of the child.  

  

A person typically has care of a child or young person if they are the person with whom the child 

lives, either full or part Ɵme and who looks aŌer the child, irrespecƟve of what their biological or 

legal relaƟonship is with the child.  

  

NaƟonal Framework for Penalty NoƟces  

  

There is now a single consistent naƟonal threshold for when a penalty noƟce must be considered by 

all schools in England, of 10 sessions (usually equivalent to 5 school days) of unauthorised absence 

within a rolling 10 school week period. The 10 sessions of absence do not have to be consecuƟve 

and can be made up of a combinaƟon of any type of unauthorised absence (G, O and/or U coded 

within the school’s registers). The 10 school week period can span different terms, school years or 

educaƟon seƫngs.  
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SancƟons may include issuing each parent/carer (for each child) with a Penalty NoƟce for £160, 

reduced to £80 if paid within 21 days (for the first offence). A second Penalty NoƟce issued within a 

three-year period will result in a fine of £160 per parent/carer, per child. If a third offence is 

commiƩed the maƩer may be referred to the local authority for consideraƟon of prosecuƟon via 

the Magistrates Court. If prosecuƟon is insƟgated for irregular school aƩendance, each parent/carer 

may receive a fine of up to £2500 and/or up to 3 months in prison. If a parent/carer is found guilty 

in court, they will receive a criminal convicƟon.  

  

There is no enƟtlement in law for students to take Ɵme off during the term to go on holiday or other 

absence for the purpose of leisure or recreaƟon, or to take part in protest acƟvity in school hours.  

In addiƟon, the Supreme Court has ruled that the definiƟon of regular school aƩendance is “in 

accordance with the rules prescribed by the school”.  

  

The School AƩendance (Pupil RegistraƟon) (England) RegulaƟons 2024 set out the statutory 

requirements for schools.  All references to family holidays and extended leave have been removed. 

The amendments specify that headteachers may not grant any leave of absence during term Ɵme 

unless there are "excepƟonal circumstances" and they do not have any discreƟon to authorise up to 

ten days of absence each academic year.  

  

It is a rule of this school that a leave of absence shall not be granted in term Ɵme unless there are 

reasons considered to be excepƟonal by the Headteacher, irrespecƟve of the child’s overall 

aƩendance.  Only the Headteacher or his/her designate (not the local authority) may authorise such 

a request and all applicaƟons for a leave of absence must be made in wriƟng, in advance, on the 

prescribed form provided by the school. The school will usually consider that the parent/carer who 

has made the applicaƟon is therefore allowing the leave of absence and also that all parents/carers 

who are on the holiday are allowing the leave. Where a parent/carer removes a child aŌer their 

applicaƟon for leave was refused or where no applicaƟon was made to the school, the absence will 

be recorded as unauthorised. It is likely that penalty noƟces will be requested, in line with the 

NaƟonal Framework and Essex Code of Conduct, in respect of each parent/carer believed to have 

allowed the absence.  

  

Students who Cease to AƩend without Prior NoƟficaƟon – Children Missing EducaƟon (CME) 

procedures   

  

Children missing educaƟon (CME) are children of compulsory school age who are not registered 

students at a school and/or are not receiving suitable educaƟon otherwise than at a school.  

Children missing educaƟon are at significant risk of underachieving, being vicƟms of harm, 

exploitaƟon or radicalisaƟon and becoming NEET (not in educaƟon, employment or training) later in 

life. The school may idenƟfy a child is CME if, aŌer ten days conƟnuous absence, the school has 

been unable to ascertain the whereabouts of a student (which would include a home visit to the 

student by the AƩendance Manager). The school will refer the child’s details to the Local Authority 

for it to perform further checks that are not available to school. This will involve compleƟng the 

Child Missing EducaƟon form in line with the Essex County Council procedures.  If aŌer 20 days of 

conƟnuous absence and the whereabouts of the student cannot be traced, they will be removed 

from the school roll in accordance with the Local Authority procedure.  

  
NB: This guidance does not refer to children who are missing from view or absent from Home or Care. When a child goes 
missing from the home, or from care, or where the school has significant safeguarding concerns for the child, the school 
must refer these children immediately to the Children’s Social Care Service  and/or to the Police.  
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Note: All data on aƩendance and punctuality stored in school is only shared in accordance with the 
school’s Privacy NoƟce (e.g. other educaƟonal establishments, Local Authority, DfE) Appendix A  
NHS/ECC guidance  

  

 


