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1. Aims 
The main aim of Frederick Holmes School (FHS) is to be an outstanding 
school with high quality teaching, personal care, inclusive practices and 
access opportunities which celebrates pupil’s achievements and progress. We 
wish to be a school where we engender equality of opportunity for young 
people with physical disabilities. For the pupils and students to make progress 
it is essential that we have excellent attendance levels. 
 

2. Introduction 
We as a school acknowledge the importance of attendance and punctuality. 
The majority of our pupils and students are transported in specialist transport. 
As such we as a school are dependent on the efficiency of another service. 

 
3. Aims of this policy 

To enable pupils and students to attend every day whilst taking account of the 
implications of their physical difficulties and medical needs. 
 
To encourage the LA’s provision of home- school transport to be efficient and 
on time. 
 

4. Responsibilities 
The Head Teacher is responsible for the implementation of the policy and 
relevant procedures. The Assistant Head Teacher provides required 
information to the Governing Body. The Assistant Head Teacher will contact 
parents and carers to offer Home Tuition Services if children are absent from 
school for long periods of time due to, for example, recovery from operations. 
 
The Class Teaching Staff are responsible for the completion of the online 
registers both in the morning and at the commencement of the afternoon 
session via the Sims.net system. Twenty minutes is allowed for registration, 
therefore they must be completed by 09.30 in the morning session and 13.45 
in the afternoon session.  
 
Due to the nature of the children’s disabilities, the school understands that 
they will need to attend numerous medical appointments. It is hoped that, 
where possible, parents and carers will try to arrange these outside of school 
hours so as not to impact on their children’s education. Parents are requested 
to provide evidence of any medical appointments. Also, on occasion, pupils 
may not be able to attend school due to issues with their wheelchairs, 
meaning that it is unsafe to transport them. 
 
The Administration Team [GC/CR] have the following responsibilities: 

 

 Check online registers have been completed for both morning and afternoon 
sessions. 

 To monitor absence and check return dates 

 Check  with Teaching Staff the circumstances of the absence if not already 
given 

 Ring Parents/Carers on the first day of absence for an explanation of the 
absence if the class are not aware of any reasons e.g. medical appointments.  



 Edit the Sims.net registers to show the specific codes to cover the absence 

 Refer pupils with under 90% attendance if appropriate 

 Refer pupils if absent before and after a holiday break 

 Examine attendance data in collaboration with the Assistant Headteacher 

 Update guidance for Teachers regarding completion of registers 

 Provide statistics for Headteacher and Governors 

 Input statistics for ASC, LA and DfE 

 Administer the ‘Holidays during term time’ application forms 

 Monitor ‘Holidays during term time’ 
 
5. Staff Development requirements 

Staff involved with administering the procedures and policies will need to have 
undertaken the following training: 
 

 SIMS Attendance Module 

 SIMS.net 

 SIMS in the Classroom 
 

6. Target Setting 
Targets are agreed by the Governing Body when the FHS Strategic Plan is 
published. The targets for this year are as follows: 
 
90% Attendance 
 
Our supplementary targets are to reduce the following to less than: 
 
Authorised absence < 12% 
Unauthorised absence <1% 
 

 
7. Monitoring and Evaluation 

The Governors monitor the policy which is reviewed every two years. 
Individual attendance and lateness figures are published on pupils Annual 
Review or Educational Health Care planning documentation. This is broken 
down into authorised and unauthorised absence. Lateness is also recorded 
and shared with parents and carers. However, due to the nature of how pupils 
are transported into school, this data is generally not applicable. Pupil 
attendance is a standard agenda item at Senior Leadership meetings. 

 
8.  Children Missing Education (CME) 

The definition of a CME is “A compulsory school age child who is not on the 
roll of a school, not placed in alternative provision by a local authority, and 
who is not receiving a suitable education at home” 
 

A child missing from education is not in itself a safeguarding matter, and there 
may be an explanation for a child not being on the school roll. However, 
regular school attendance is an important safeguard and unexplained non-
attendance can be an early indicator of problems, risk and vulnerability. 

It is essential that all services work together to identify and re-engage these 
children back into appropriate education provision as quickly as possible. It is 
important to establish the reasons for the child being missing at the earliest 
possible stage. 



Possible reasons that should be considered include: 

 Children who are Looked After Children or who are Privately Fostered; 

 Failure to start appropriate provision and never enter the system; 

 Stopped attending, due to illegal exclusion or withdrawal by parent/carers; 

 Failure to complete a transition between schools; 

 Children of homeless families, including those living in temporary 
accommodation; 

 Children of new immigrant families not yet established in the UK; 

 Children from refugee and asylum seeking families; 

 Children from families who are highly mobile; 

 Children of Gypsy, Roma and Traveller background; 

 Children living in women’s refuges; 

 Children whose parent/carers fail to apply for a school place at reception or 
transition to secondary school; 

 Children at risk of a forced marriage; 

 Children experiencing abuse and neglect; 

 Children who fail to return to school following a holiday; 

 Pupils at risk of permanent exclusion; 

 Children moving out of independent schools. 

 

Children at risk of harm are everybody’s responsibility. Those children who go 
missing from education are at greater risk of harm. When Frederick Holmes 
School becomes aware of them not attending education provision they will inform 
the Children Missing Education Officer  

In the following circumstances a referral to Children’s Services and /or the police 
should always be made promptly: 

 The child may be the victim of a crime; 

 The child is subject of a Child Protection Plan; 

 The child is subject of Section 47 enquiries; 

 The child is looked after; 

 There is a known person posing a risk to children in the household or in 
contact with the household; 

 There is a history of the family moving frequently; 

 There are serious issues of attendance. 

http://trixresources.proceduresonline.com/nat_key/keywords/looked_after_child.html
http://trixresources.proceduresonline.com/nat_key/keywords/private_fostering.html


Where a child on a school roll is not attending school, the child’s name may not 
be removed from the school roll until s/he has been continuously absent for at 
least 4 weeks and both the school and the education service have failed, after 
reasonable enquiry, to locate the pupil and her/his family. After 4 weeks the 
child’s Common Transfer file will be uploaded to the Department for Education 
secure site for the transfer of pupil information when a pupil moves between 
schools. The CME Officer in the Local Authority will also be informed. 

 
 

Guidance on pupils having a significant absence (e.g. operation) 
 

Absence due to a planned operation/procedure: 

 

 It is the responsibility of parents/carers to make school aware of any information 
concerning dates of entry to hospital.  

 

 Teachers will share information with the SLT when they become aware that a 
child is going into hospital. 

 

 Parents and carers also need to inform school transport when they have this 
information. 

 

 During the period of time when the child is in hospital the school will send a letter 
reminding parents of the procedure for the pupil’s return to school. 

 

The following procedure will take place post-operative: 

 

1. Parents need to inform the school when their child is ready to return to school. 
2. The class teacher is informed of the proposed date of a child returning.   
3. A ‘Back to school’ meeting will be arranged including all relevant agencies. 
4. The child’s ‘new’ needs will be discussed and relevant risk assessments adapted 

or re-written and shared with all appropriate staff and professionals. 
5. Class Teams to discuss the return - normal procedure will be that the child will 

return part-time in the first instance. This will depend on each individual 
circumstance. 

6. This will be reviewed at routine weekly meetings.  Any changes must be reported 
to the Assistant Head Teacher in good time. 

7. Parents will need to contact the transport teams to make arrangements. 
8. When there is agreement that the child is coping well with the situation there will 

be a return to a full-time placement. 
 

Final Summary 

 

It is important that when children return they are able to cope within the school 
situation and within the normal classroom routines and also that their presence does 
not compromise meeting the needs of other youngsters within a class group. 

 
 


