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Key Contacts 
Senior AƩendance Champion:  
Keith Vincent - Keith.vincent@cedarstrust.org.uk 
 
Family Liaison Leads: 
Cedars Academy: Low Fell: 
Helen Jarvis - helen.jarvis@cedarstrust.org.uk 
Hannah Hadley - Hannah.hadley@cedarstrust.org.uk 
Victoria Toward - Victoria.toward@cedarstrust.org.uk 
 
Cedars Academy: High Heworth: 
James Jarvis - James.jarvis@cedarstrust.org.uk  
Claire Richardson - Claire.richardson@cedarstrust.org.uk 
 
To report an absence:  
Cedars Academy: Low Fell 0191 487 4595 
Cedars Academy: High Heworth 0191 691 3581 
 
1. IntroducƟon 
Cedars Academy is defined by its teaching and learning excellence and innovaƟon; and equally by its 
warmth and inclusivity. We are commiƩed to ensuring that each student’s ‘one chance’ is their ‘best 
chance’. At Cedars Academy we know that people thrive in posiƟve and happy environments in 
which there are clear and agreed expectaƟons and boundaries. It is this which shapes our ethos and 
culture and underpins our policies and procedures. All members of the Cedars Academy family - 
teachers, students, support and admin staff - are governed by our policies. They are wriƩen with this 
in mind. We all abide by the same codes of conduct and act respecƞully to those we work with.  
  
2. Mission statement  
Ours is a community of learning, where secure partnerships create opportuniƟes for students, staff, 
trustees, parents and carers alike to parƟcipate and grow to become intellectually, emoƟonally and 
socially fit for life.  
  
We are a specialist school for young people aged 3 to 19 years with physical, sensory and medical 
needs, speech, language and communicaƟon disorders, auƟsm, and a wide range of other complex 
needs oŌen associated with emoƟonal vulnerability. It is within this context that we have developed 
our AƩendance Policy.  
  
3. Aim  
Cedars Academy is commiƩed to maintaining the highest standards of school aƩendance and 
punctuality for all Cedars Academy students. Underpinning this commitment is the understanding 
that unless students aƩend school regularly and punctually they will not be able to take full 
advantage of the educaƟonal opportuniƟes available to them.  
  
The responsibility for maintaining the highest standards of aƩendance and punctuality is shared by 
parents/carers, students, Cedars Academy and a range of services within our Local AuthoriƟes. By 
cooperaƟng and working together we can maintain the highest standards of aƩendance and 
punctuality. This in turn will ensure the highest standards of achievement.  
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We aim for an environment which enables and encourages all members of the community to reach 
out for excellence. For everybody to gain the greatest benefit from their educaƟon it is vital that they 
aƩend school regularly and be at school, on Ɵme, every day the school is open, unless the reason for 
the absence is unavoidable. This policy sets out how together we will achieve the highest standards 
of aƩendance and punctuality by all.  
  
At Cedars Academy we follow the DfE Working Together to Improve School AƩendance approach, 
which has been statutory since 19 August 2024 (current ediƟon July 2026): 

 
Working together to improve school aƩendance - GOV.UK (www.gov.uk) 
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4. Why is AƩending School Regularly so Important? 
Learning:  
Any absence affects the paƩern of a young person’s schooling and regular absence will seriously 
affect their learning. Any young person’s absence disrupts teaching rouƟnes so may affect the 
learning of others in the same class.  
Ensuring a young person’s regular aƩendance at school is the legal responsibility of the parent/carer 
and permiƫng absence from school without a good reason creates an offence in law and may result 
in prosecuƟon.  
  
Safeguarding:  
A young person may be at risk of harm if they do not aƩend school regularly.  
Safeguarding the interests of each young person at Cedars Academy is everyone’s responsibility and 
within the context of this school, promoƟng the welfare and life opportuniƟes for young people 
encompasses:  
• AƩendance.  
• Behaviour Management.  
• Health and Safety.  
• Access to the Curriculum.  
• AnƟ- bullying.  
 
Failing to aƩend Cedars Academy on a regular basis will be considered as a safeguarding maƩer.  
To help us all to focus on this we will:  
• Give all parents/carers details on aƩendance in our regular Home - School Reports.  
• Celebrate good aƩendance.  
 
The Law relaƟng to aƩendance:  
SecƟon 7 of the EducaƟon Act 1996 states that: ‘the parent of every child of compulsory school age 
shall cause him / her to receive efficient full Ɵme educaƟon suitable:-  
(a) to age, ability and apƟtude and  
(b) to any special educaƟonal needs he/ she may have either by regular aƩendance at school or 

otherwise.’  
Under the School AƩendance (Pupil RegistraƟon) (England) RegulaƟons 2024 the Trust must take an 
aƩendance register at the same Ɵme for all pupils, at the start of the morning session and once 
during the aŌernoon session, and must record every absence using the naƟonal aƩendance codes. 
The parent’s legal duty under secƟon 7, and the offence of failing to secure regular aƩendance under 
secƟon 444 of the EducaƟon Act 1996, apply to pupils of compulsory school age only. They do not 
apply to children below compulsory school age or to post-16 students. 
 
The Law relaƟng to safeguarding:  
As an academy, the Trust must have arrangements to safeguard and promote the welfare of pupils 
under the EducaƟon (Independent School Standards) RegulaƟons 2014, having regard to Keeping 
Children Safe in EducaƟon 2026. Keeping Children Safe in EducaƟon treats a child who is absent from 
educaƟon, parƟcularly repeatedly or for long periods, as a possible sign of abuse or neglect.  
 
Understanding types of absence:  
Every half-day absence from school has to be classified by the school (not by the parents), as either 
AUTHORISED or UNAUTHORISED. This is why informaƟon about the cause of any absence is always 
required, preferably in wriƟng.  
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Authorised absences are mornings or aŌernoons away from school for a good reason like illness; 
medical/dental appointments which unavoidably fall in school Ɵme; emergencies or other 
unavoidable causes.  
 
Unauthorised absences are those which the school does not consider reasonable and for which no 
“leave" has been given. This type of absence can lead to Cedars Academy using sancƟons and/or 
legal proceedings. This includes:  

• Parents/carers keeping children off school unnecessarily  
• Truancy before or during the school day  
• Absences which have never been properly explained  
• Students who arrive at school too late to get a mark  
• Shopping, looking aŌer other children or birthdays  
• Day trips and holidays in term Ɵme which have not been agreed  
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Persistent Absenteeism  
An individual student becomes a ‘persistent absentee’ when they miss 10% or more of their possible 
sessions (aƩendance of 90% or below), for whatever reason. A student who misses 50% or more of 
their possible sessions is ‘severely absent’.  
Absence at this level is doing considerable damage to any young person’s educaƟonal prospects and 
we need parent/carers’ fullest support and co-operaƟon to tackle this.  
We monitor all absence thoroughly. Any case that is seen to have reached the Persistent 
Absenteeism mark or is at risk of moving towards that mark is given priority and parents/carers will 
be informed of this immediately.  
 
Persistent Absenteeism students are tracked and monitored carefully through our Services/Family 
Liaison team and we also combine this with academic mentoring where absence affects aƩainment.  
If a student is considered a Persistent Absentee Cedars Academy will inform the Local Authority and 
refer concerns about aƩendance to the AƩendance Service.  
Every student at Cedars Academy has an EHCP. Where a student’s aƩendance falls, or we become 
aware of barriers to aƩendance that relate to their needs, we will tell the local authority that 
maintains the EHCP so that any extra support can be considered and built into the plan. 
 
Gateshead Council’s EducaƟon Support Service also exist to: 

 Support families, young people and schools to improve school aƩendance.  
• Liaise between home and school.  
• Advise and assist in other areas like child protecƟon, bullying, exclusion, child employment and 

entertainment.  
• Make referrals to other agencies for specialist help.  
• Enforce parental responsibility for ensuring regular aƩendance at school.  
   

5. Procedures  
If a student is absent the parent/carer must:  

• Contact Cedars Academy as soon as possible on the first day of absence, preferably before 
10am.  

• Or, parents/carers can call into school and report to recepƟon, who will arrange for a member 
of staff to speak with them.  

If a student is absent we will:  
• Telephone or text the parent/carer before 10 o’ clock on the first day of absence, if we have not 

heard from the parent/carer.  
• Invite the parent/carer in to discuss the situaƟon if absences persist.  
• Refer the maƩer to the Cedars Academy AtL (pastoral) aƩendance team if aƩendance falls to a 

concerning level.  
  
Our Staged Response to Poor AƩendance is given in Appendix 1 of this document.   
Registers are taken at the same Ɵme for all students, at the start of the morning session and once 
during the aŌernoon session. Session Ɵmes for each site are published on the Trust website under 
‘The School Day’. Registers close at 09.30 in the morning at 13.30 in the aŌernoon. 
 
A student who arrives aŌer the register has closed is recorded as late aŌer registers closed. This 
counts as an unauthorised absence unless there is a good reason. 
Part-Ɵme Ɵmetables are used only in excepƟonal circumstances, as a temporary measure to meet a 
student’s individual needs. A part-Ɵme Ɵmetable must be agreed with the parent the student 
normally lives with, form part of the student’s wider support or reintegraƟon plan, have regular 
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review dates that include the student and their parents, and have a proposed end date for a return 
to full-Ɵme aƩendance. It must not be used to manage behaviour. Sessions the student is not 
Ɵmetabled to aƩend are recorded with the naƟonal code for a part-Ɵme Ɵmetable. 
  
6. Advice to Parents on AƩendance  
Absence from school under excepƟonal circumstances is slightly different from taking a holiday in 
term Ɵme. In deciding whether or not to grant a leave of absence for ‘excepƟonal circumstances’ we 
will want to consider the following:  

• What is the normal paƩern of aƩendance for the child(ren) who is asking for a leave of 
absence?  

• What is ‘excepƟonal’ for one family might be the norm for another family?  
  

Examples of ‘excepƟonal circumstances’ might include:  
• TherapeuƟc or respite intervenƟon   
• A special one-off family event (30th wedding anniversary of grandparents; parents wedding) 

- but one that doesn’t happen on an annual basis  
• A funeral which requires the family to travel some distance etc  
• The receipt of a special award which means the family need to travel some distance and stay 

overnight  
• A parent who has the potenƟal for a new job and wants to take their family with them to see 

if they like the area  
 

The parent the student normally lives with will need to complete a request for permission for leave 
of absence from school during term Ɵme, giving specific reasons why they feel there are excepƟonal 
circumstances. If you do decide to apply for leave of absence it is important to avoid:  

• The beginning of terms or school years  
• Time during the first year at school  
• Periods close to or during examinaƟons/course work deadlines  
• TransiƟon points such as preparaƟon for leaving school  
  

Requests will be considered on an individual basis taking into account your child’s special educaƟon 
needs, aƩendance and progress. In response to a leave of absence request you will receive a 
response leƩer staƟng whether this leave of absence has been authorised or not.  
The Academy may invite parents in to discuss the reasons for the leave of absence applicaƟon, 
especially when the reasons are unclear:  

•The Academy shall reply to all applicaƟons in wriƟng staƟng whether or not the absence has 
been agreed  
•If leave is not granted the reason for not authorising a request must be clearly stated  
•If leave is granted, the length of authorised absence must be clearly stated; including the date 
the child is expected back in school  

 
Whilst we accept that if a child has a medical condiƟon and appointments with consultants 
necessitate absence from school, we would hope that appointments with GPs and denƟsts can be 
organised aŌer school hours or during holidays wherever possible.  
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7. EvaluaƟon  
This policy and associated procedures will be evaluated every year by the Director of Inclusion 
 in collaboraƟon with the Trust Board (Curriculum & Standards CommiƩee) to ensure it is sƟll fit 
for purpose.  
Circumstances may require more frequent modificaƟons. Trustees regularly review aƩendance 
data and challenge trends.  
 
RaƟfied by The Cedars Academy Trust Board  
 
Chair of Trustees  
Signature ....................................................................................   
Date:  07th October 2026 
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APPENDIX 1   
  

Cedars Academy: Staged Response to Poor AƩendance  
  

  

  
Registers - registers taken in class.  
School Office - phone call made to the school office regarding aƩendance, reasons given by 
parent/carer recorded on Arbor   
  

  

  

  
First Day Response - school office staff call parents/carers of children who are absent but have not 
contacted school before 10:00am  
If no response is received it is recorded in Arbor as N (reason 
not yet provided). If no reason is received within five school 
days, it is changed to O (unauthorised). Sibling absences are 
also noted.  
  

  

  

  
Second Day Response - school office staff call parents/carers of children who are sƟll absent but have 
not contacted school  
If no response is received it is recorded on Arbor  
Access to Learning will be alerted  
Access to Learning will aƩempt to contact parent/carer  
  

  

  

  
Third Day Response - Access to Learning will aƩempt to contact parent/carer If there is no response 
a ‘safe and well’ visit will be undertaken  
  

  

  

  
AƩendance Monitoring – Family Liaison team monitors aƩendance at both sites each half term. A 
report is created showing which children have had a leƩer to parent/carer, aƩendance reviews, LIT 
referral or CAF/Early Help   
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LeƩer to Parents/Carers - children whose aƩendance is below 93% receive a leƩer of concern. This 
is monitored half termly.  
Where necessary hospital visits and genuine illnesses (including emoƟonal wellbeing) are taken into 
account.  
PaƩerns of aƩendance are monitored.  
Home visit by the Family Liaison/Support Lead will be iniƟated to offer advice, support.  
  

  

  

  
AƩendance Reviews - clear improvement will result in no further acƟon being taken  
Where there is a further deterioraƟon in aƩendance parent/carer will be requested to aƩend an 
AƩendance Review with the Director of Inclusion and/or Family Liaison/Support Lead.   
PaƩerns of aƩendance are discussed and school share their concerns and strategies/intervenƟons 
agreed.  
  

  

  

  
Request for Medical Evidence - parent/carer of children whose poor aƩendance persists will be 
advised the school will now require medical evidence to show that advice has been sought.  
Without this evidence absence will be recorded as unauthorised.  

  
  

  

  
Referral to Legal IntervenƟon Team - if children have 10 unauthorised sessions in a rolling period of 
10 school weeks (the naƟonal penalty noƟce threshold), a referral is made to the local authority Legal 
IntervenƟon Team (LIT).  

  
  

  

  
Warning LeƩer and Home Visit Appointment - the Local Authority will make an appointment with 
parent/carer at their home.   
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6 Week Monitoring Period - the Monday following this visit will mark the first day of the 6 week 
monitoring period, during which a PACE interview will be offered to parent/carer.  

  
 

  

  
PACE Interview - during the 6 week period the parent/carer will formally be requested to provide 
addiƟonal informaƟon to the Local Authority about their child’s poor aƩendance. This will take the 
form of either a recorded interview or a wriƩen response to set quesƟons. In both cases, the 
responses are made under cauƟon in line with The Police and Criminal Evidence Act 1984 (PACE).  

  
  

  

  
Outcome MeeƟng - at the end of the 6 week period the Local Authority will convene a 
mulƟagency decision making group who will undertake a final review of the case with one of the 
following outcomes:  

• No Further AcƟon  
• Penalty NoƟce  
• ProsecuƟon in Magistrates’ Court  

  
  

Penalty NoƟces - Gateshead Council follows the NaƟonal Framework for Penalty NoƟces (August 
2024). A NoƟce to Improve may be issued first, giving a final chance to engage with support. A penalty 
noƟce is £80 if paid within 21 days and £160 if paid within 28 days. A parent can receive no more than 
two penalty noƟces for the same child within a rolling three-year period; aŌer that, prosecuƟon is 
considered instead. ProsecuƟon in the Magistrates’ Court can lead to a fine of up to £2,500, a 
parenƟng order, a community sentence or imprisonment. Penalty noƟces and prosecuƟon apply only 
to pupils of compulsory school age. 

  
  
  


