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1. Purpose and principles
GUST is an independent special school. We recognise that regular attendance supports pupils’ education, wellbeing, relationships and preparation for adulthood. We also recognise that pupils attending GUST may have complex special educational needs and disabilities (SEND), health needs, anxiety, sensory needs, communication differences and other barriers which can affect attendance.
Our approach is therefore child-centred, supportive and proportionate. Attendance concerns will not be considered in isolation from a pupil’s SEND, Education, Health and Care (EHC) Plan, health needs, safeguarding circumstances, placement arrangements or other relevant information.
GUST will work in partnership with pupils, parents/carers, placing or home local authorities, Education Welfare Officers (EWO), health professionals and other agencies where appropriate. 
2. Legal and guidance framework
This policy has been written with regard to the legal and statutory framework applying to independent schools in England, including:
Education Act 1996, including parents’ duty to secure suitable education for children of compulsory school age;
School Attendance (Pupil Registration) (England) Regulations 2024;
Education (Independent School Standards) Regulations 2014;
Department for Education statutory guidance, Working together to improve school attendance (current edition);
Department for Education statutory guidance, Children missing education (current edition);
Keeping Children Safe in Education (current edition);
Equality Act 2010; and
Children and Families Act 2014 and the SEND Code of Practice, where relevant.
Independent schools are included within the statutory attendance guidance, although not every duty applying to maintained schools and academies applies in the same way to independent schools. GUST will apply the requirements relevant to its legal status and will cooperate with local authorities in relation to attendance, safeguarding and children missing education.
3. Aims
promote good attendance and punctuality while recognising the individual needs of pupils;
identify barriers to attendance early and respond with appropriate support;
maintain accurate admission and attendance registers;
ensure absence is followed up promptly and safeguarding concerns are acted upon;
work constructively with families and relevant professionals;
monitor attendance patterns at pupil and whole-school level; and
meet GUST’s responsibilities as an independent special school.
4. Responsibilities
4.1 The proprietor, trustees and senior leaders
ensure appropriate systems are in place for recording, monitoring and improving attendance;
ensure staff understand their attendance and safeguarding responsibilities;
review attendance information and patterns, including persistent and severe absence;
ensure this policy remains appropriate for an independent SEN setting and is reviewed against current requirements.
4.2 School staff
complete registers accurately and within the required timescales;
report unexplained absence and emerging attendance concerns promptly;
listen to pupils and families and help identify barriers to attendance;
share relevant information with safeguarding leads and external professionals in accordance with data-protection and safeguarding requirements.
4.3 Parents and carers
support their child to attend regularly and arrive on time, taking account of any agreed individual arrangements;
notify the school of absence as soon as possible and normally before 9:30am on the first day;
keep the school informed during continuing absence;
provide information reasonably requested by the school to help it understand and record the absence correctly;
work with the school and relevant professionals where attendance is causing concern;
request planned leave in advance wherever possible.
5. Attendance register and absence
GUST will maintain its admission and attendance registers electronically and use the attendance and absence codes required by the School Attendance (Pupil Registration) (England) Regulations 2024. The register will be taken at the start of each morning session and once during each afternoon session.
An absence will be recorded using the code that accurately reflects the circumstances known to the school. Authorisation is a decision for the school in accordance with the applicable registration regulations; a parent’s explanation does not automatically mean an absence can be recorded as authorised.
6. Reporting and following up absence
Parents/carers should contact the school before 9:30am on the first day of an unplanned absence, or as soon as reasonably practicable. Where the school has not received an explanation, staff will make reasonable efforts to contact the parent/carer and, where appropriate, other named contacts.
The response to unexplained absence will take account of the pupil’s vulnerability, known risks, SEND, communication needs and safeguarding information. Where there is reason to believe a pupil may be at risk of harm, GUST will follow its safeguarding procedures without waiting for an attendance threshold to be reached.
7. Illness, medical needs and SEND-related absence
GUST recognises that some pupils may experience higher levels of absence because of disability, medical needs, mental health needs, treatment, therapy or needs associated with their SEND. The school will seek to understand the individual circumstances and work with the family and relevant professionals to remove avoidable barriers to attendance.
Medical evidence will not be requested routinely for every illness. Where absence is frequent, prolonged or difficult to understand, the school may ask for appropriate information to support planning and accurate recording. This will be handled sensitively and proportionately.
Where appropriate, support may include reasonable adjustments, an attendance support plan, review of provision, liaison with health professionals, discussion with the placing local authority, or consideration of whether the pupil’s EHC Plan or placement arrangements require review.
8. Medical and other appointments
Where possible, routine appointments should be arranged outside school hours. Where this is not possible, pupils should attend school for as much of the day as is reasonably practicable. Parents/carers may be asked to provide appointment information so that the absence can be recorded accurately.
9. Punctuality
Pupils should arrive at the time agreed for their placement and individual timetable. GUST recognises that transport arrangements, SEND and health needs can affect punctuality. Repeated lateness will be explored with the family and relevant professionals so that causes can be understood and appropriate support considered. Registers will be coded in accordance with the statutory attendance codes.
10. Leave of absence during term time
Parents/carers should request planned leave in advance using the form at Annex A. Each request will be considered individually, taking account of the reason for the request, the pupil’s circumstances and the applicable attendance regulations and guidance.
Leave will not be authorised simply because it is convenient or because travel is less expensive during term time. Where the applicable regulations require exceptional circumstances, the Headteacher or authorised senior leader will determine whether the circumstances meet that test and the number of sessions, if any, that may be authorised.
GUST does not often issue penalty notices or charge families in relation to unauthorised absence, however we may depending on the circumstances. Where attendance information is shared with a pupil’s home or placing local authority, that authority may consider action under its own legal powers, policies and code of conduct. Any such decision is made by the local authority, not by GUST.
11. Religious observance
Absence for religious observance will be recorded in accordance with the statutory attendance codes. This includes a day that is exclusively set apart for religious observance by the religious body to which the parent belongs. Families are encouraged to notify the school in advance where possible.
12. Bereavement and other exceptional circumstances
GUST will respond sensitively to bereavement, family crisis and other exceptional circumstances. Decisions about authorisation will be made individually using the appropriate statutory attendance code. The school may work with the family and other professionals to agree support and a return-to-school plan where this would be helpful.
13. Persistent and severe absence
GUST will monitor patterns of absence and will not rely on a single percentage or threshold before offering support. Where attendance is persistently or severely low, the school will seek to understand the reasons and coordinate support with the pupil, family and relevant professionals.
Actions may include an attendance meeting, agreed support plan, review of reasonable adjustments or provision, safeguarding consideration, liaison with the EWO, and contact with the home or placing local authority. The response will be proportionate to the pupil’s needs and circumstances.
14. Education Welfare Officer and local authority liaison
GUST reports and discusses attendance concerns with the relevant Education Welfare Officer and/or local authority where appropriate. The school will provide accurate attendance information and cooperate with reasonable enquiries and multi-agency planning.
GUST does not itself prosecute parents or issue attendance penalty notices. If a local authority considers enforcement or a penalty notice, responsibility for that decision and process rests with the relevant local authority.
15. Children missing education (CME)
A child missing education is a child of compulsory school age who is not a registered pupil at a school and is not receiving suitable education otherwise than at school. A pupil who remains registered at GUST is not, solely because of persistent or severe absence, a child missing education for the purposes of the statutory CME definition.
However, unexplained or prolonged absence can be a significant safeguarding concern. GUST will make prompt and reasonable enquiries to establish a pupil’s whereabouts and circumstances. Where appropriate, the school will contact the relevant local authority, EWO, CME service, social care or other agencies in accordance with local procedures and statutory guidance.
A pupil will only be removed from the admission register where one of the statutory grounds permits this and any required local-authority notification or joint enquiry has been completed.
16. Safeguarding
Attendance is a safeguarding matter. Staff must remain alert to changes or patterns in attendance that may indicate neglect, exploitation, abuse, unmet health needs, difficulties with transport or placement, or other welfare concerns. Concerns must be reported to the Designated Safeguarding Lead in accordance with GUST’s safeguarding and child protection procedures.
17. Supporting learning during absence
Where a pupil is absent, GUST will consider what educational contact or learning is appropriate in light of the reason for absence, the expected duration, the pupil’s needs and any professional advice. Work will not automatically be sent home in every case. Any arrangements should support the pupil without creating inappropriate pressure during illness or crisis.
18. Monitoring and review
Senior leaders will monitor attendance information and patterns and will review this policy at least annually, or sooner if legislation, statutory guidance, local arrangements or the needs of the school change.
Key reference documents
Department for Education - Working together to improve school attendance (updated July 2026).
Department for Education - Children missing education: statutory guidance for local authorities and schools (updated September 2025).
School Attendance (Pupil Registration) (England) Regulations 2024.
Education (Independent School Standards) Regulations 2014.
Keeping Children Safe in Education (current edition).


Annex A - Request for Leave of Absence During Term Time
This form should be completed in advance wherever possible. Completing the form does not mean that the absence will be authorised. GUST will consider each request individually and will record the absence using the appropriate statutory attendance code.
Part 1 - Parent/carer request
	Pupil name
	



	Date of birth
	



	Parent/carer name
	



	Home / placing local authority (if known)
	



	First date of requested absence
	



	Date pupil will return to school
	



	Number of school days / sessions requested
	



	Reason for requesting leave
	






	Please explain any exceptional or individual circumstances the school should consider
	







	Supporting information attached (if any)
	




	Parent/carer signature
	



	Date
	



Important: GUST does not issue attendance penalty notices or charge families for unauthorised absence. Attendance information may be shared with the pupil’s relevant local authority where appropriate. Any decision by a local authority to take formal action is a matter for that authority.
Part 2 - School decision
	Decision
	



☐ Authorised in full    ☐ Authorised in part    ☐ Not authorised
	Dates / sessions authorised
	




	Attendance code(s) to be used
	




	Reason for decision
	







	Local authority / EWO liaison required?
	




	Headteacher / authorised senior leader
	



	Signature
	



	Date
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