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MAXIMISING SCHOOL ATTENDANCE BULLETIN  

SEPTEMBER 2023 – HALF TERM 1 
 

Welcome back, we hope you had a restful Summer Break. This bulletin is a brief update, please 
remember to check ESI (Essex Schools Info) for supporting forms and documents you may find useful. 

In this issue: 

• Information and Guidance 

• Early Intervention 

• Statutory reminders 

• Targeted Support Meetings 

• Reduced Timetables 

• ESI update and Attendance Resources 

• Training offer 

Information and Guidance: 

Working Together to Improve School Attendance DfE: 

The DfE guidance ‘Working Together to Improve school Attendance’ published for use from September 2022, 
remains the key piece of guidance available to help schools, academy trusts, governing bodies, and local authorities 
maintain high levels of school attendance, including information on roles and responsibilities. This document 
replaces all previous guidance on school attendance for maintained schools, academies, independent schools, and 
local authorities except for the existing statutory guidance on parental responsibility measures. 

 

DfE Attendance toolkit updates and tips on combating the ambiguity of what is ‘too ill to attend’ 

In addition to the ‘Working Together to Improve school Attendance’, the 
DfE have other useful documents schools can access to help encourage 
improved attendance, including the recently published Communicating with 
families to support attendance document and a letter from health 
professionals to support schools regarding absence related to mild illness 
which can be found here.  

 

We would like to remind schools that although parents can report their 
child absent, the authority to authorise an absence remains with the 
headteacher and/or their designate only.  To aid the relationship between 
school and home, it is important schools communicate with transparency.  
Setting clear expectations in terms of attendance will alleviate some of the 
ambiguity around what is considered ‘too ill to attend’.  We would 
encourage schools to adopt our newly updated resource as above, 
encouraging your families to refer to this resource prior to making their 
decision to keep their child off school, but equally schools can also use this 
guidance to inform their decision on whether the absence should be 
authorised or unauthorised.   

 

Keeping children safe in education 2023: 

Keeping Children Safe in Education 2023 statutory guidance for schools and colleges should now be used in place of 
the previous 2022 version.  
 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1099677/Working_together_to_improve_school_attendance.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1099677/Working_together_to_improve_school_attendance.pdf
https://www.gov.uk/government/publications/working-together-to-improve-school-attendance/toolkit-for-schools-communicating-with-families-to-support-attendance
https://www.gov.uk/government/publications/working-together-to-improve-school-attendance/toolkit-for-schools-communicating-with-families-to-support-attendance
https://www.gov.uk/government/publications/letter-to-school-leaders-on-mild-illness-and-school-attendance?utm_medium=email
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1161273/Keeping_children_safe_in_education_2023_-_statutory_guidance_for_schools_and_colleges.pdf


 

Written by the Attendance Specialist Team (AST) for schools 

Early Intervention: 

The first two weeks of the Autumn Term are pivotal in settling pupils into school and embedding strong foundations 
for a solid and positive start to the Academic year.  A study recently found that “Overall, around 36% of Year 1-6 and 
58% of Year 7-11 pupils who missed school at the start of the year went on to miss at least 10% of sessions across the 
whole academic year”.  The full article can be read here. 

Identifying potential barriers to attendance at the earliest opportunity is key in preventing issues from becoming 
entrenched. We suggest schools adopt effective attendance tracking mechanisms and that families are contacted as 
soon as attendance becomes a concern. 

Where letters were previously issued to families from the PA (Persistent Absenteeism) cohort in Half Term 6, at the 
first unauthorised absence, it is recommended they are invited to attend a school attendance meeting to discuss any 
barriers and establish an appropriate support plan. This will allow for timely intervention.  

 

Statutory Reminders: 

Unauthorised Leave of Absence (September): 

Due to the importance of pupils settling into school at the commencement of the school year, Penalty Notices may 
also be issued if there have been at least 6 consecutive sessions of unauthorised absence during the first two 
(calendar) weeks of September due to a term-time holiday. Please refer to the Essex Code of Conduct for more 
information. Our template letters for unauthorised holidays and leave of absence are available here, and will help 
make sure you have everything covered should you decide legal action is appropriate. 

 

Children Missing in Education: 

Schools must report any child who fails to take up their allocated school place in September 2023. This should be 
done within 10 school days through completion and submission of the Missing Pupil Checklist. This checklist 
specifically lists ‘A pupil fails to take up their place at the start of the academic year and the whereabouts of the 
young person is unknown’ as a reason for submitting the form. 

 

Targeting Support Meetings: 

 The Attendance Specialist Team will continue to hold Targeting Support Meetings with schools, using attendance 
data to identify pupils and cohorts at risk of poor attendance to agree targeted actions and signposting to support 
services where appropriate. In preparation for such meetings, we will continue to request that schools ensure their 
PA tracking sheet is available to allow us to effectively hold conversations, and record decisions around next steps. 
We also request schools provide current attendance data to help focus the meeting. If you would like to discuss 
holding a termly meeting with a member of your quadrant team, please see the appropriate contact details listed 
below, we look forward to hearing from you. The Attendance Specialist team will also be reviewing priority visits for 
the Autumn term and contacting your schools accordingly. 

 

Reduced Timetables: 

The Education Access Team are responsible for monitoring children placed on a reduced timetable. Following a 
review of the number of notifications received last academic year, it has been recognised that the system for 
reporting reduced timetables is both time and labour intensive for schools. 

Therefore, as of now (September 2023), schools will be requested to complete a half termly data return, to include 
all children on a reduced timetable. Schools will be asked to report on start dates, number of hours attending, and 
provide additional information pertaining to vulnerable groups. The data capture will be managed through an online 
Achieve Form. Schools will be asked to submit the report at the start of every half term, reporting on the previous 
half term’s data.  There will be no requirement on schools to report any changes to a child’s timetable outside of the 
reporting period.  

https://ffteducationdatalab.org.uk/2023/09/how-likely-are-pupils-who-are-absent-in-the-first-week-of-term-to-become-persistently-absent/
https://schools.essex.gov.uk/pupils/Attendance_Compliance/Documents/Code%20of%20Conduct%20April%202019.pdf
https://schools.essex.gov.uk/pupils/attendance_specialist_teams/Pages/Useful-Documents.aspx
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The first return of academic year 2023 to 2024 will be due after October half term. Further communication ahead of 
the first reporting period will be made to confirm reporting arrangements and timescales for completion. Please 
send any queries to: APAttendance@essex.gov.uk     

 

Essex schools Info Link Update and Attendance Resource Pack  

ESI has been updated over the Summer, please ensure the most up-to-date guidance, EPHA model attendance 
policy, leave of absence form and template letters are being used as appropriate.  

We are also excited to introduce a range of new attendance resources that have been developed by the Essex 
Marketing Team in collaboration with the Attendance Specialist Team. These resources can be printed and displayed 
to help raise the profile of attendance within your school and include a range of pupil friendly posters and 
bookmarks. Please also note the ‘Lost Learning Hours’ and ‘NHS advice on childhood illnesses’ have also been 
updated and can be found here. 

 

Attendance Specialist Team Training Workshops: 

All workshop sessions will continue to be held online via Teams and are free for schools. Sessions can be booked via 
Education Essex Online Booking System. This link will take you to instructions on how to register an account for your 
school. If you already have an account, please click ‘Register/Log In’ to be able to browse full details and book your 
space. 

If you would like any support with creating an account or booking on training, please contact the Workforce 
Development team by emailing WorkforceDevelopment@esex.gov.uk or calling 03330 139 891. 

 

Attendance Essentials Training: 

Our first workshop of the year will be held on Friday 6 October 2023 and is designed for new Attendance Officers, 
those new to Essex, or Attendance Officers who would just like to refresh their basic knowledge. The training will 
focus on the basic elements of managing attendance, including information on data, attendance interventions and 
processes including school-based meetings.  

Friday 6 October 2023 – 11-12.30pm 

 
Team Contacts: 

North East Team (incl. Clacton, Colchester, Harwich)  
neattendanceteam@essex.gov.uk / 0333 032 2968, option 1 

Mid Team (incl. Chelmsford, Braintree, Maldon) 
midattendanceteam@essex.gov.uk / 0333 032 2968 option 2 

South Team (incl. Brentwood, Basildon, Castle Point, Rochford)  
southattendanceteam@essex.gov.uk / 0333 032 2968, option 3 

West Team (incl. Harlow, Epping Forest and Uttlesford)  
westattendanceteam@essex.gov.uk / 0333 032 2968, option 4 
  

 

Early Help Drop-In Sessions  

Sessions designed to give partners who work with children, young people & families the chance to discuss 

anonymised cases, gain peer support, be signposted to advice, and help to answer general questions 

mailto:APAttendance@essex.gov.uk
https://schools.essex.gov.uk/pupils/attendance_specialist_teams/Pages/default.aspx
https://schools.essex.gov.uk/info/tradedservices/Pages/education-essex-online-booking-system.aspx
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MID: Click here to join the meeting – Wednesday’s - 12-1pm 

 

NORTH EAST Click here to join the meeting – Tuesday’s – 3.30-4.30pm 

 

SOUTH Click here to join the meeting – Wednesday’s – 12.30-1.30pm 

 

WEST Click here to join the meeting - Thursdays - 12-1pm 

 

 

https://eur02.safelinks.protection.outlook.com/ap/t-59584e83/?url=https%3A%2F%2Fteams.microsoft.com%2Fl%2Fmeetup-join%2F19%253ameeting_MmNkYzJiNzctMWUwMi00MjI3LWFiNTEtN2YzOWRlNzM0ZDRk%2540thread.v2%2F0%3Fcontext%3D%257b%2522Tid%2522%253a%2522a8b4324f-155c-4215-a0f1-7ed8cc9a992f%2522%252c%2522Oid%2522%253a%25223477aab4-817e-4de6-a341-891325040556%2522%257d&data=05%7C01%7C%7C7bc3e61cb60f4517c1fb08da6a49c844%7Ca8b4324f155c4215a0f17ed8cc9a992f%7C0%7C0%7C637939162860973053%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=TiHpsy7o45lgd%2BCZl5IcKRp%2FWbwIV27OFs2GUyEmqdM%3D&reserved=0
https://eur02.safelinks.protection.outlook.com/ap/t-59584e83/?url=https%3A%2F%2Fteams.microsoft.com%2Fl%2Fmeetup-join%2F19%253ameeting_YmRlOTY0OWUtZWQ2My00YzZlLTg1YWEtMmNkOTlkYTA2ZDFh%2540thread.v2%2F0%3Fcontext%3D%257b%2522Tid%2522%253a%2522a8b4324f-155c-4215-a0f1-7ed8cc9a992f%2522%252c%2522Oid%2522%253a%2522d778223e-41e7-4368-825e-d45fcb366a70%2522%257d&data=05%7C01%7C%7C400b8cdbcf854a653f6608daa07ce79d%7Ca8b4324f155c4215a0f17ed8cc9a992f%7C0%7C0%7C637998755561838574%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=fJ6gybU7ukQM%2FIWlrl3lj7dLbW4FGJDmgwKBWtMUS04%3D&reserved=0
https://teams.microsoft.com/l/meetup-join/19%3ameeting_ZWQ2MGE3YmItZTNiMS00MWFkLWI2YTAtYTk1MWYwMDVkZmRh%40thread.v2/0?context=%7b%22Tid%22%3a%22a8b4324f-155c-4215-a0f1-7ed8cc9a992f%22%2c%22Oid%22%3a%22445df15e-5e81-431c-90f0-f7014743b6f7%22%7d
https://eur02.safelinks.protection.outlook.com/ap/t-59584e83/?url=https%3A%2F%2Fteams.microsoft.com%2Fl%2Fmeetup-join%2F19%253ameeting_MTA1ZWY0NzEtOGVjZi00YTY4LWI3MzktM2JlNTM1YTczMzk1%2540thread.v2%2F0%3Fcontext%3D%257b%2522Tid%2522%253a%2522a8b4324f-155c-4215-a0f1-7ed8cc9a992f%2522%252c%2522Oid%2522%253a%252295b6abfe-3e60-48f8-b1db-8079af0999eb%2522%257d&data=05%7C01%7C%7C60eb414abc21473bffa608dab2bb1f5c%7Ca8b4324f155c4215a0f17ed8cc9a992f%7C0%7C0%7C638018814025079970%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=segLg%2BRfG4u7FQvOoCoDCR0BY5NwxVzUwFCpRGeQSl8%3D&reserved=0

