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POLICY STATEMENT

1.

Definitions
For the purpose of this Policy and procedures, the following definitions apply:

Parent — (from Section 576 of the Education Act 1996) includes all natural parents (whetherthey are
married or not), any person who has parental responsibility fora child oryoung person, and any person who
has care of a child oryoung person (i.e. lives with and looks after the child).

Compulsory school age — A child is of compulsory school age from the term commencing on or aftertheir
fifth birthday until the last Friday of June in the school yearthat they reach sixteen and applies to the
parents of all children all who are registered at any state provided educational settingincludingacademies.

Absence - arrival at school afterthe registerhas closed ornot attending school forany reason.

Authorised absence — An absence from school that only the Head teacher can authorise where parents
have explained thattheirchild is unable to attend school foran agreed and/or exceptional reason, for
example:

e Theirchildistoo unwell to attend, and the school has granted leave.

e Medical or dental appointments which unavoidably fall during school time, for which the school has
granted leave.

e Religiousorcultural observancesforwhich the school has granted leave.

e A familyemergency.

When periods of illness are regular orrepeated, the school will request medical evidence before authorising
absences.

Unauthorised absence — Any absence thatis not agreed and/or where the reason givenis not exceptional
and which can carry the risk of prosecution underSection 44 or 444(1A) of the Education Act 1996, for
example:

e Parents/carers keeping children off school unnecessarily or without reason.
e Truancy before orduringthe school day.

e Absenceswhich have neverbeen properly explained.

e Arrival at school afterthe register has closed.

e Shopping, looking after otherchildren orbirthdays.

e Day tripsand holidaysinterm-timewhich have notbeen agreed.

e Leavingschool forno reasonduringthe day.

Persistent absenteeism —Missing 10% or more of schooling across the year forany reason. This meansthat
persistentabsenceis equal to 38 sessions (19 days) absence from school in any one academicyear.

Introduction

Section 7 of the Education Act 1996 (legislation.gov.uk) statesthat:

“The parent of every child of compulsory school age shall cause him/her to receive efficient full time
education suitable:-

(a) to age, ability, and aptitude and
(b) to any special educational needs he/she may have,
either by regular attendance at schoolor otherwise.”

This meansthat itisthe legal responsibility of every parentto make sure their child receives that education
eitherby regularattendance ata school or by education otherwisethan ata school.

DfE guidance Working togethertoimprove school attendance aimed at schools and local authorities (LA)
provides clearevidence linking regularattendance at school toimprovementsin a child’s attainment,

1


https://www.legislation.gov.uk/ukpga/1996/56/section/7
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1073616/Working_together_to_improve_school_attendance.pdf
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wellbeing,and widerlifechances aswell as reducing their exposure to harms like crime orviolence (see p7
footnotes aslinked above).

The statistics tell us that children who attend school regularly are more likely to:

e Buildafirmand secure knowledge and understanding across all curriculum subjects.

e Ensurethey consistently meetand build upon expectations fortheirage ordevelopmental stage.
e Developgood habits and important life skills.

e Maintainfriendships.

e Gain betterqualifications.

e Have access to a widerrange of opportunities when they leave school.

This school understands thatimproving attendanceis everyone’s business; that barriers to accessing
education are wide and complex, both withinand beyond the school gates; and that they are often specific
to individual pupils and families.

Some pupilsfinditharderthan othersto attend school so at all stages of improvingattendance, we are
committed to working with pupils and parents to remove any barriers by building strong and trusting
relationships and working togetherto putthe right supportin place. This Policy seeksto explain how, and it
has due regard for relevant legislation, and statutory and non-statutory guidance including, but not limited
to:

e The Education Act 1996

e The Education Act 2002

e The Equality Act 2010 and the Human Rights Act 1998 (HRA) which sets out the fundamental right and
freedomsthateveryoneis entitled to, and the UN Convention on the rights of the child

e The Education (Pupil Registration) (England) Regulations 2006 (As amended)

e Statutoryguidance on School behaviourand attendance: parental responsibility measures

e Statutoryguidance Keepingchildren safe in education

¢ Non-statutory guidance Behaviourin schools: advice for Head teachers and school staff

e Non-statutory guidance Working togethertoimprove school attendance

e Nonstatutory guidance Supporting pupils with medical conditions at school

This Policy and procedures should be read alongside other school Policies and procedures as follows:

e Child Protection Policy and associated Policies and procedures

e BehaviourPolicyand procedures

e Supporting Pupils with Medical Conditions Policy and procedures
e Special Educational Needs Policy/Information Report

e Admissions Arrangements

e  Missing Child procedures (whilstin the care of the school)

e Complaints procedure

e Code of Conduct forStaff and other Adults

Aims
By writingand implementing this Policy and the procedures that supportit, we aimto:

e Ensurethe safeguarding, child protection and welfare of all pupils.

e Improve pupils’ achievement by ensuring high levels of attendance and punctuality.

e Achieve anattendance forall pupils, thatisin line with the National Average (currently 92.5%), apart
fromthose with chronichealthissues.

e Create an ethosinwhich good attendance and punctuality are recognised asthe normand seento be
valued by the school.

e Raise awareness among parents, carers, and pupils of the importance of uninterrupted attendance and
punctuality at every stage of a child’s education.

e Ensurethat our Policy appliesto nursery and reception so that we promote good habits atan early age


https://www.legislation.gov.uk/ukpga/1996/56/part/VI/chapter/II
http://www.legislation.gov.uk/ukpga/2002/32/part/3/chapter/3
https://www.legislation.gov.uk/ukpga/2010/15/contents
https://www.equalityhumanrights.com/en/human-rights/what-are-human-rights
https://www.unicef.org.uk/wp-content/uploads/2019/10/UNCRC_summary-1_1.pdf
https://www.legislation.gov.uk/uksi/2006/1751/contents/made
https://www.gov.uk/government/publications/parental-responsibility-measures-for-behaviour-and-attendance
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
https://www.gov.uk/government/publications/behaviour-in-schools--2
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1073616/Working_together_to_improve_school_attendance.pdf
https://www.gov.uk/government/publications/supporting-pupils-at-school-with-medical-conditions--3
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e Work in partnership with pupils, parents, staff, so that all pupils realise their potential, unhindered by
unnecessary absence.

e Promote a positive and welcoming atmospherein which pupils feel safe, secure, and valued, and
encourage in pupilsasense of theirown responsibility.

e Establishapattern of monitoringattendance and ensure consistency in recognising achievement and
dealing with difficulties.

e Recognise the key role of all staff, but especially class teachers, in promoting good attendance.

e Provide effective strategiesforearlyinterventionto ensure pupils are not deprived of educational
opportunities through non-attendance orlateness.

Communication and Review

Communicating the school Policy and procedures to all members of the community is animportant way of
building and maintaining trust and our school’s culture. It helps make expectationstransparentto all pupils,
parents, and staff, and provides reassurance that expectations on attendance, and responsestoissues are
consistent, fair, proportionate, and predictable aimed at removing any barriers.

We will publish our current Attendance Policy on our website and regularly remind parents regarding it.

As the barriers to attendance can evolve quickly, we will reviewand update our Attendance Policy and
procedures as necessary, and we will seek the views of pupils and parents when we make significant
changes.
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PROCEDURES

Roles and Responsibilities

Successfully treating the root causes of absence and removing barriers to attendance, athome, in school or
more broadly requires schools and local partners to work collaboratively with, not against families. This
meansthat we all need towork togetherto:

EXPECT

Aspire to high standards of attendance from all pupils and parents and build a culture where
all can, and want to, be in school and ready to learn by prioritising attendance improvement
across the school.

.

MONITOR

Rigorously use attendance data to identify patterns of poor attendance (at individual and
cohort level) as soon as possible so all parties can work together to resolve them before they
become entrenched.

¥

LISTEN AND UNDERSTAND

When a pattern is spotted, discuss with pupils and parents to listen to understand barriers to
attendance and agree how all partners can work together to resolve them.

L 4

FACILITATE SUPPORT

Remove barriers in school and help pupils and parents to access the support they need to
overcome the barriers outside of school. This might include an early help or whole family plan
where absence is a symptom of wider issues.

4

FORMALISE SUPPORT

Where absence persists and voluntary support is not working or not being engaged with,
partners should 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 a parenting contract or education supervision order.

) 4

ENFORCE

Where all other avenues have been exhausted and support is not working or not being
engaged with, enforce attendance through statutory intervention or prosecution to protect the
pupil’s right to an education.

An effective whole school culture of high attendance is underpinned by clear expectations, procedures, and
responsibilities. Toensure all leaders, staff, volunteers, pupils, parents, and carers understand these
expectations, we have developed this Policy and procedures.

Governors
Our Governors are responsiblefor:

e Recognisingthe importance of school attendance and promotingitacross our school’s ethos, Policies,
and procedures ensuring that theyalso help us meet our Equality Objectives and do not discriminate.
e Ensuringschool leaders fulfil expectations and statutory duties.
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Evaluating our effectiveness on attendance by regularly reviewing attendance data, discussing, and
challengingtrends, and helping school leaders focusimprovement efforts on the individual pupils or
cohortswho need it most.

Ensuring school staff receive adequate training on attendance.

Sharing effective practice on attendance management and improvement across schools

Nominating a Governorresponsible forthe monitoring of attendance (see Policy front page).

Dealing with representation by parents or carers if theirapplication foran authorised absence is refused
and handling complaints regarding this Policy as outlined in our Complaints procedure

Head teacher

Our Head teacheris responsible for:

Ensuring that effective systems are in place to accurately reflectindividual pupil, group, and whole
school attendance and punctuality patterns.

Providing Governors with information to enable them to evaluate the success of this Policy and practice.
The day-to-day implementation and management of the school Attendance Policy and procedures.
Having effective systems and procedures for encouraging regular school attendance and investigating
the underlying causes of poorattendance.

Ensuring that all staff, including teachers, support staff and volunteers, understand their responsibilities
for following the Attendance Policy, modelling good attendance behaviour, and ensuring pupils follow
the Policy as well and thatit isimplemented fairly and consistently.

Making parents and carers aware of the school Attendance Policy and procedures by makingthem
available onthe school website, on request from the school office, or through an attendance leaflet for
parents.

Monitoring individual pupil, group and whole school attendance and punctuality and ensuring useful
dataisreportedto the Head teacher halftermly.

Contact and work with parents or carers regarding concerns about their child’s attendance.

Arranging meetings with parents or carers to discuss support and set targets for those experiencing
attendance difficulties.

Supporting admin staff in offering initial challenge and support when pupils are late orabsent and
working with key partners if attendance and/or punctuality becomes anissue.

Monitoring attendance dataand ensuring the Head teacherreceives thisinformation every half term.
Providing attendance “watch” lists to school administrators for daily monitoring.

Coordinating daily punctualitychecks with late pupils.

Processingall legal documentation regarding attendance monitoringincluding penalty notices to the LA.

Staff taking registration

Teachers and other staff who take the registerin the morningor afternoon are required to:

Provide an accurate record of the attendance of each pupil intheirclass. On each occasionthey must
record whetherevery pupil is present, attending an approved educational activity, absent, or unable to
attend due to exceptionalcircumstances. Details of codesto be used are provided at Table 1 below.
Respond promptly toanyissue raised inthe weekly analysis of registers by admin staff.

Arrange for appropriate work and resources to be senthome to pupils who have missed lessons and
who are expected to be absentforan extended period of time.

Record the reasons forabsence giventothem on the appropriate record.

Raise any attendance or punctuality concerns (in linewith the escalation of intervention described in
Flowcharts 1 and 2 at the end of this document) to the Senior Lead with responsibilityfor monitoring
attendance.

Administrative staff

Our administrative staff are responsible for:

Recording pupils arriving late or leaving early on adaily basis.
Preparing, managing, and coordinating use of the Scholarpack
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e Monitoring and tracking attendance patternsforall pupils and preparing relevant attendance reports
when necessary, using attendance register coding, which may include statutory reportingto the DfE in
consultation with the Senior Lead.

e Contactingany parentwho has not told us why theirchildis absent on the first day of theirabsence.

e Usingthe Short Messaging Service (SMS) system torequest the reason foran absence from parents.

e Ensuringthat a satisfactory reasonforevery absence has been established for each pupil by the end of
each week.

e Making a judgmenttogether with the SeniorLead on attendance about whetheranabsenceis
authorised orunauthorised.

Local Authority Access and Inclusion Officer
Our LA provides us with supportto:

e Enforcethe lawregardingschool attendance.
e Supportour whole school responseto attendance through regular meetings, monitoring of individual
pupil’s attendance, and support with specificattendance, access, orinclusionissues as they arise.

Attendance Expectations

What to expect from school
This school will:

e Developand maintainawhole school culture that promotes the benefits of high attendance, attainment
and widerwellbeing.

e Have a clearschool Attendance Policy which all leaders, staff, pupils, and parents understand.

e Accurately complete admission and attendance registers to include relevant detail of any absences or
lateness and have effective day to day processesin place to follow-up absence.

e Regularlyanalyse attendance and absence data to identify pupils or groups of pupils that need support
with theirattendance and put effective strategiesin place.

e Buildstrongrelationships with families, listentoand understand barriers to attendance and work with
families toremove them. Indoingso, we will take into consideration the sensitivity of some of the
reasons for absence and understand the importance of school as a place of safety and support.

e Buildstrongrelationships with foster carers, Social Workers and the Local Authority Virtual Head
teacherinrelationtolooked-afterchildren.

e Challenge parents’ views where they have misconceptions about what ‘good’ attendance looks like .

e Ensurethat where a pupil orfamily needs support with attendance, the best placed personin the school
works with and supports the family and wherever possible, the person remains consistent.

e Supportpupilsand parents by workingtogetherto addressanyin-school barriers to attendance e.g.
bullying orharassment. For more information on this referto the School BehaviourPolicy and
procedures.

e Work with parents of pupils with medical conditions or special education needs and disabilities to
ensure thatthe barriers to attendance these pupils face are minimised, providing additional support
where necessary, to help them access their full-time education.

e Shareinformationand work collaboratively with otherschoolsinourarea, ourlocal authority, and other
partnerswhen absence is atrisk of becoming persistentorsevere. Thisincludesreferring tothe Local
Authority Access & Inclusion Officer], any pupil whose attendance causes concernand where parents or
carers have notresponded to school initiatives toimprove. These actions will be regularly discussed
and reviewed together with pupils and families.

e Reportattendance statisticsto the DfE where required.

What school expects from parents and carers
Parental responsibilities for attendance include:

e Making sure theirchild of compulsory school age receives efficient full time education thatis suitable to
the child’s age, ability, and aptitude and to any special educational needs the child may have (under
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Section 7 of the Education Act 1996). Thiscan be by regularattendance atschool or by education
otherwise (including the parent choosing to educate theirchild at home).

e Ensuringtheirchild attends school every day once enrolled unless thereis agenuine reason forabsence.

e Ensuringtheirchildis notlate for school.

e Contactingschool by telephone, in person, by text, email or written note before 8.45am on the first day
of absence and regularlyifitis ongoing.

e Providinguswith accurate and up to date contact details (includinga minimum of 2emergency
contacts) and updating us as soon as possible if those details change.

e Tryingto make health, doctor, dentist, hospital etc. appointments outside of school hours where
possible oratthe very beginning orend of the school day so that theirchild can attend as much of the
school day as possible to minimisethe amount of learning missed. Pupils should be absentfrom school
onlyforas longas ittakesto attend theirappointment and they should not be absent forentire whole
or half days unnecessarily.

e Tellingamember of school staff about something that may affect theirchild’s school attendance.

e Avoidingtakingtheirchild out of school fornon-urgent matters.

What school expects from pupils
This school expectsthatall our pupils will:

e Attendschool everydayandstrive for 100% school attendance. Every day counts!

e Arriveontime and be appropriately prepared forthe day

e Where age and stage appropriate, promptly tell theirteacher, an administrator, oranothersuitable
member of staff, about any problems that may affect theirschool attendance.

Registration Procedures

Pupils are registered every morning and afternoon. Registers will be taken punctually each day at 8.50am
and at 1pm.

The registercloses at9.00am and 1.10pm.

Pupils will be marked absent or late by teachers using our attendance system. Admin staff willrecord
whetheranabsence is authorised orunauthorised (see Table 1at the end of this document for current
school registration codes).

Registers are legal records and we will preserve every entry inthe attendance oradmission registerfor 3
years from the date of entry. It will only everbe amended where the reason forabsence cannotbe
established atthe time itistaken and it becomesnecessary to correctthe entry. Where amendments are
made, we will ensure the register shows the original entry, the amended entry, the reason for the
amendment, the date on which the amendment was made, and the name and title of the person who made
the amendment.

Absence Procedures and Intervention

Absenceis often asymptom of widerissuesafamilyisfacing, and we are committed to working with our
local partners to understand the barriers to attendance and provide the right support.

Where that is not successful, oris not engaged with, the law protects pupils’ right to an education and
provides arange of legal interventions to formalise attendance improvement efforts, and where all other
avenues have been exhausted, enforce it through prosecuting parents. Attendan ce legal intervention can
only be used for pupils of compulsory school age and decisions willalways be made on anindividual case by
case basisin 3 broad stages as follows.
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Statutory Children's Social Care
Involvement

Where there are safeguarding
concerns andan Education
Supervision Orderis not
appropriate orhas notbeen
Formal Support successful, the case should be

consideredfors.17 ors.47

A formal parenting
contract agreed by the
Helping parents pupil, parent, school,

access services of l and/orlocal authority.

statutorysodal care involvement.

Voluntary Support

theirown accord Attendance Prosecution

and/ora voluntary
whole family planto

Progressingtoalegally

binding Education Where all otherroutes have failed

orare notdeemed appropriate,

. Supervision Orderinthe i
tackle the barriers. p ) ) ) the caseshouldbe con_S|d¢_ared for
Family Courtif thereis attendance prosecution inthe
non-engagementand it Magistrate's Fourt(F)ra Fixed
isdeemed necessary. Penalty Notice forirregular
attendance).

If the school registercloses (foreither morning or afternoon sessions) causinga pupil to be marked as
absentwhenthereis noauthorised absence agreed forthem (see Definitions on p1), we will take the
following action:

1
2.

Implementour First Day Calling procedure to find out where the childis

Follow our Escalation of Intervention Procedure (see Flowchart 1 at the end of thisdocument) where a
pattern of non-attendanceis emerging.

Routinely send letters forinformation to all parents about their child’s termly school attendance and
specially send aletter home when we have identified absences leading to attendance below 96%.
When termly attendance monitoring identifies persistent absentees (below90%), we will send aletter
home advising parents or carers that their child’s attendance will be closely monitored during the
following halftermandif there is no improvement, they will be invited to an Attendance Panel Meeting
with the Head teacherand the Attendance Governorto discuss any support needed.

Conduct the Attendance Panel Meeting and develop an appropriate action plan will be jointly agreed
and may involve external partneragencies.

Conductareview afterone halfterm, and if there has been noimprovementin attendance, we will
consultwith our LA Access and Inclusion Officer to determinethe next course of action. This may be an
Early Help Assessment, areferral to anotheragency, oran agreementtoformally referthe matterto
our Access & Inclusion Officer for official involvement and the consideration of legal action.

We will keep adetailed chronology of all interventions and action taken toimprove attendance.

Attendance Monitoring Procedures

To properly monitorand manage attendance this school hasin place:

A First Day Calling protocol.

Follow up phone calls and other methods of communication like SMS, email, app notifications etc.
Weekly attendance reports and individual attendance reports for analysis for patterns and trends.
Close monitoring of ouridentified disadvantaged pupils’ attendance for comparison with their non-pupil
premium counterparts.

A regularattendance section in the school newsletter

Late Procedures

Latenesstoschool can affecta child’s wellbeing and their education by disrupting theirroutines and
learning opportunities. It canalso be disruptive forteachingstaff and the rest of the class as latecomers
arrive.
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Late Arrivals
If a pupil arrives after 9am they are late for school.
If school has not yetbeen secured forthe day, late pupils should reportto reception.

If school has been secured forthe day, late pupils should use the intercom to enterthrough the main gate
and reportto reception.

Ifa parentor carer is present when alate pupil arrives, they will be asked to give theirchild’s detailsand
reasonfor lateness.

Persistent Lateness

Itisto be expectedthat very occasionally a pupil will be late foragenuine reason. We are concerned when
late arrivals become often and/orregular (persistent), especially if the reasons given seem repetitive and
avoidable.

We will monitorlateness regularlyand, where necessary, will implement our Escalation of Intervention:
Lateness process (see Flowchart 2 at the end of this document) at the Head teacher’s discretion as follows:

e Ifa pupilislate once aftertheirlateness has beenidentified as aconcern, admin staff recording the late
arrival will remind the parents or carers who are with their child of the importance of punctuality and
support strategies available fortacklingit. If aparentor careris not present with the late pupil, the
remindershould be giventothem as soon as possible on the day of lateness e.g. ourtemplate slip,
email, SMS, or app notification.

e Iflatenesscontinues, the Headteacher will contact parents or carersinformally foradiscussion about
avoiding persistent lateness.

e Iflatenesscontinues,the Head teacher will writeaformal letterto parents or carers about improving
punctuality.

e Iflateness persists then parentsorcarers will be invited to a formal meeting with the Head teacherand
the link Governorforattendance to establish the reasons and agree an action planto addressthe issue.

e Iflatenesspersistsaction will be move to our Escalation of Intervention: Absence process (see Flowchart
1 at the end of this document) which mayinclude areferral tothe LA Access and Inclusion Officer for
the most persistent cases.

Medical or dental appointments

Missing registration for a health-related, medical, dental, therapy, hospital etc. appointmentis an
authorised absence. Advanced notice to school isrequired to get our authorisation for these absences.
Parents or carers can tell us about these appointmentin advance by telephone, email, letter, orverballyin
person (although we may provide pen and paperand ask for the date, time, place, and reason forthe
appointmentto be written down forus).

However, we encourage parents to make medical and dental appointments outside of school hours where
possible. Where thisis not possible, the pupil should be out of school forthe minimum amount of time
necessary.

Children Missing Education and school roll procedures

All children, regardless of their circumstances, are entitled to an efficient, full time education whichis
suitable totheirage, ability, aptitude, and any special educational needs they may have.

Children missing education are children of compulsory school age who are not registered pupils ata school
and are notreceiving suitable education otherwise than ata school. Children missing education are at
significantrisk of underachieving, being victims of harm, exploitation, orradicalisation, and becoming NEET
(notin education, employment, ortraining) laterinlife.

Effective information sharing between parents and carers, schools, local authorities, and other safeguarding
children partnersiscritical to ensuring thatall children of compulsory school age are safe and receiving
suitable education.
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Our attendance monitoring procedures allow us to quickly identify pupils at risk of missing vital education so
that we can take prompt action to addressissues, lowera child’s risks, and improve their outcomes.

Updating the School Roll

We must notify ourlocal authority when we are about to remove a pupil name from our School Admission
Registerunderany of the 15 grounds listed in the Children Missingin Education Regulations 2016 annex A.

We must also notify ourlocal authority within 5days of adding a pupil’s name to our Admissions Register.

We must complete the ‘Pupils Gains and Losses Information Sheet’ and send it to the local authority at the
end of each week if gains or losses occurin the school.

If a pupil leaves our school and their destination is not known to us then we must complete the CME1 form
and forward itto our LA Child Missing Education (CME) officeras soon as possible (seesection 8.2below).

We mustenter pupils on our Admission Registerat the beginning of the first day on which we agreed, or
were notified, that the pupil willattend ourschool. If a pupil fails to attend on the agreed or notified date,
we will undertake reasonable enquiries to establish the pupil’s whereabouts and consider notifying our
Local Authority about a potential child missing education at the earliest opportunity.

What happens when a school thinks a child is missing education

Thisschool understands that we have a duty of care to ensure we have conducted ‘reasonable enquires’ to
locate a child missing education before itis reported to the Local Authority CME officers.

Where a pupil leaves without advance notice ortheirdestination is unknown, we will:

e Checkpossible whereabouts with staff.

e Contact parentsusingtheirlast known telephone number, email address, app accounts or other
reasonable route.

e Contact any otheremergency contacts held for the pupil.

e Make a homevisittothe lastknown address.

e Checkwithneighboursandany known friends.

e Contact anyagencies knowntobeinvolved.

e Ifthe pupilisstatemented or has SEND check with SEND services.

e Ifthe pupil orfamilyis knownto Social Servicesinform theirnamed social worker in accordance with
the child’s planand previously agreed arrangements.

e Askthe pupil’sfriendsandtheir parentsif they are aware of the pupil’s whereabouts.

e Checkany social mediasites e.g. Facebook.

If the pupil’s whereabouts s still not known, the school will complete a CME1 referral and email it securely
to the CME officer. Thiswill enable the LA to make furtherenquires, as appropriate, totry and locate the
pupil.

The pupil should remain on ourschool roll for 20 school days and theirabsence should be recorded.

We will contactthe CME officerto agree the date that the pupil should be removed from ourschool roll
before we actually remove the pupilfrom ourroll. Onthis date, the CME officer will forward a CME2 form
to us. We will ensure the pupil’s attendance datais up to date on that day and remove them from ourroll
with the correct leaving date.

Admission of children from overseas
These procedures applytoall schools where the Local Authority is the admissions authority.

Thisschool understands and will comply with the Schools Admission Code when dealing with an application
for achildwhoisnot a UK National. We cannot refuse aschool place simply because of doubtsabout a
child’simmigration status, neither can we check the immigration or nationality status of foreign national
children as a pre-condition foradmission. Inaddition we must notask to see passportsor other
immigrationinformation as a condition of admission. With the exception of children who are Irish
nationals, we must notactively recruit foreign national children who are still resident overseas as pupils.



https://www.gov.uk/government/publications/children-missing-education
https://www.gov.uk/government/publications/school-admissions-code--2
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For more information, see DfE guidance on School applications for foreign national children and children
resident outside England.

Any EEA or Swiss national who arrived in the UK by 31 December 2020 was eligibleto apply tothe EU
Settlement Scheme by 30 June 2021, to continue to be able to live, work and study in the UK if their

application was successful. The scheme isstill openforjoining family members and those who have
‘reasonable grounds’ for notapplying by the 30 June 2021 deadline.

Ifthey are not eligible toapply tothe EU Settlement Scheme, EEA and Swiss national children entering the
UK after the end of 2020 will be treated the same as otherforeign nationals. This meansthey will nothave
theright to enterthe country to access a state-funded school unless they fall within the categories of
children who can enterthe UK and attend a school (see following sections).

Those EEA and Swiss citizens alreadylivingin the UK have a right to continue to attend a state -funded or
independentschool in England. State-funded schools must not ask them to prove theirrighttolive inthe
UK before offering themaplace.

Children aged under 18 can enterthe UK and attend a school:

e asadependantofaforeignnational parentwho has settled statusin the UK;

e asadependantoftheirparent(s) whoareinthe UK on a Work visaor Studentvisa;

e as part of afamily enteringandresidinginthe UKunderthe immigration route for Hong Kong British
National (Overseas) (BNO) and theirdependents;

e as part of afamily enteringandresidinginthe UK underthe Ukraine Sponsorship Scheme or Ukraine
Family Scheme;

e as part of a family enteringandresidinginthe UKunder:

- the Afghan Citizens’ Resettlement Scheme;
- the AfghanRelocations and Assistance Policy;
- the Afghanistan Locally Employed Staff Ex-Gratia Scheme.

All these categories of children can study at a state-funded orindependent school once in the UK.
Dependent children who do notarrive inthe UK at the same time as their parentswould needtoapplyfora
visaseparately as a dependent child.

Leaves of absence during termtime

The law does not grant parents an automaticright to take their child out of school duringtermtime and
parentsor carers must apply to school for a leave of absence.

The Departmentfor Education allows a Head teacherthe discretion to considerauthorising aleave of
absence intermtime only in ‘exceptional circumstances’. They do not clearly define thisforschools, but we
are required to considereach application individually taking account of the specificfacts and circumstances,
and relevant background context behind the request.

Parents and carers must write a letterrequesting leave of absence. The letter must be returned to school
for a decision atleast 2 weeks before the first day of leave requested (exceptforabereavement or other
serious family emergency). The Head teacher may invite you to attend a meetingto discuss yourrequest.

We define exceptional circumstances as an eventor problem which a parentor carer cannot control or did
not expect.

No holidays taken during term time will be authorised unless an exceptional circumstance also applies.
Valid reasonsforapplying exceptional circumstances and allowing an authorised absence may include:

e Beingtoounwellorinfectioustobeinschool, medical ordental appointments, oran absence from
school recommended by a health professional as part of a parent or child’s rehabilitation from physical
or mentalill-health orinjury.

e Theschoolsite, or part of it is closed due to an unavoidable cause whenitshould be open.

e Transport provided by the school ora local authority is not available and the pupil’shomeis not within
safe walking distance (2 miles measured by the nearest available safe route forachildaged 7 and under
and 3 milesforchildren aged 8and over).


https://www.gov.uk/guidance/schools-admissions-applications-from-overseas-children
https://www.gov.uk/guidance/schools-admissions-applications-from-overseas-children
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e Alocal or national emergency has resulted in widespread disruption to travel or daily activities which
has prevented the pupilfrom attending school.

e Service personnel close tothe family returning from atour of duty abroad where itis evidenced the
individualwillnot be able to take leave inthe nearfuture that coincides with school holidays.

e Religious observance —where the dayis exclusively setapart for religious observance by the religious
body to which the pupil’s parents belong. If necessary, the school will seek advice from the parents’
religious body to confirm whetherthe dayissetapart.

e Travellerpupilstravellingfor occupational purposes —this covers Roma, English and Welsh Gypsies, Irish
and Scottish Travellers, Showmen (fairground people) and Circus people, Bargees (occupational boat
dwellers)and New Travellers. Absence may be authorised only when a Travellerfamilyisknownto be
travelling for occupational purposes and has agreed this with the school, butitis not known whether
the pupil isattending educational provision.

e Bereavementorunexpected and serious personal orfamily problems.

e Toattendthe weddingof a person close tothe family —up to 1 day.

Evidence would be required in each case to supportany application for leave and that the circumstances are
exceptional.

If a request meets the exceptional circumstances criteria but falls within the following times, the Head
teacher must be convinced thatabsence from school is the only option

e Thefirsthalfterm of any academicyear(appliestoall pupils);

e YearSixtransitiondays;

e YearSixSAT' sweek;

e YearTwo—-SAT sweek (weektobe decided byschool);

e Anydesignatedteacherassessment period (decided by school and notified in advance);

If a leave of absence is granted, itis forthe Head teacherto determine the length of time the pupil can be
away fromschool, and they may notauthorise the whole period requested. If a pupil does notreturnto
school on the day aftertheirauthorised leave of absence ends, theirattendance will be marked as an
unauthorised absence.

All unauthorised absences, including holidays that have not been sanctioned by the Head teacher, are
cumulative (they are added togetherwith all past periods of absence atthis school). Parents who fail to
ensure regularattendance of theirchildren at school can be issued with a Fixed Penalty Notice under
Section 444 of the Education Act 1996. The amountis £60 (per parent per child) if paid within 21days and
£120 (perparent per child) if paid between 21and 28 days. Failure topaya Penalty Notice will resultin
prosecution, exceptin limited circumstances.

Incentives and rewards

Pupils will be made aware of the importance of maintaining their attendance at the highest possiblelevel
and we will positively encourage and celebrate good and improving school attendance asfollows

e Everyday, pupilsare celebrated and build up rewards intheir own classes forbeinginschool and on
time.

e Everyhalftermwe reward all pupils who have achieved 100% attendance. We also work inclusively
with pupils who need support at school with their medical conditions to ensure asafe learning
environment that helps them to manage theirhealth well and stay in school and that helpsthem feel
involved and up to date whentheyare notable to attend. These pupils may meetothercriteria
personal totheirexceptional circumstances than achieving 100% attendance tobe includedinthese
attendance rewards.

e Whenwe work with pupils who are unlikely to achieve 100% attendance but not for health or medical
reasons, theirattendance Action Plan will describe any incentives orrewardsin place for their
attendance achievementsto build up to participatinginthe whole school scheme.

e We publishinformation aboutthe importance of good school attendance and how we celebrateitin
regularnewsletters
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Table 1: DfE School Attendance Codes

Code | Definition Scenario
Present(am) Pupil is present at morningregistration
\ Present(pm) Pupilis present atafternoon registration
L Late arrival Pupil arrives late before register has closed
B Off-site educational activity | Pupilisat a supervised off-site educational activity approved by school
. Pupil isattendingasession atanother settingwhere they are also
D Dual registered p & 8 y
registered
] Interview Pupil has an interviewwith a prospective employer/educational
establishment
P Sporting activity Pupil is participatingin asupervised sporting activity approved by school
Vv Educational trip or visit Pupil ison an educational visit/trip organised, or approved, by school
Work experience Pupilisona workexperience placement
Authorised absence
C Leave of absence granted by | Pupil hasbeengranted a leave of absence due to exceptional
the school circumstances
E Excluded Pupil has been excluded but no alternative provision has been made
. . Pupil hasbeenallowed to go on holiday due to exceptional
H Authorised holiday . P & Y P
circumstances
| IlIness School has beennotified thata pupil will be absentdue toillness
M Medical/dental appointment | Pupilisat a medical ordental appointment
R Religious observance Pupilistaking partin a day of religious observance
S Study leave Year 11 pupil isonstudy leave during their publicexaminations
Roma, and Traveller . . . .
T Gypsy, Roma, and Travelle Pupil from a Travellercommunity is travelling, as agreed with school
absence
Unauthorised absence
. . Pupilisona holiday that was not approved by school or in excess of the
G Unauthorised holiday p . Y PP y
period authorised by the school
Pupilisabsentforan unknown reason (this code should be amended
N Reason not provided whenthe reason emerges, orreplaced with code Oif noreasonfor
absence has been provided afterareasonable amount of time)
Unauthorised absence Schoolis not satisfied with reason for pupil's absence
Arrival afterregistration Pupil arrived at school afterthe registerclosed
Notrequiredtobein school | Pupilof non-compulsoryschool ageis notrequired to attend
Y Unable to attend due to Schoolsiteisclosed, thereisdisruptiontotravel asaresultofa
exceptional circumstances local/national emergency, or pupil isin custody
Pupil notonadmission . . -
Z p Registerset up but pupil has notyetjoinedthe school
register
Whole or partial school closure due to half-term/bank holiday/INSET
# Planned school closure P / v/

day/use as a pollingstation
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Flowchart 1: Attendance Escalation of Intervention - ABSENCES

Attendance is monitored termly and in some cases half termly. Issues with attendance can arise at any time so
action on concerns can take place at any time in the school year but mayfallinline with monitoring.

% Attendance

Level of Intervention

Responsibility

100%

Lower Green
96 — 99.9%

No attendance concerns.

e Analyse the end of term monitoring.
e RAG Attendance Lettersto be senthome termly.

The School Lead on
these actions

Attendance concerns.

First day response to be actioned.

Speakto the individualinschool.

Rewards to be given as per the current school strategy.
Analyse the end of term monitoring.

RAG Attendance Lettersto be senthome termlyabout the
impact of poorattendance (Upperor Lower Amberas
appropriate).

e Parentsto beinvitedtocome to school voluntarily tolearn
about Early Help or other support which mightimprove
attendance.

The School Lead on
these actions

Below90 %

Significant attendance concerns.

e Analyse the end of term monitoring.
e RAG Attendance Lettersto be senthome with a warning that
further monitoring will take place overthe next half term.

At the end of the half term monitoring period:

o [fthereisimprovement, communicate and celebrate
appropriately and continue monitoring.

e Ifthereis noimprovement, convenean Attendance Panel
Meeting (with the Head teacherand a Governor present) to
enable the school and parentsto agree and write downa
parent/pupil/school contract and action plan to improve a

child’s attendance e.g. TAF, Early Help / Plan of Support. Planto

monitorfora furtherhalfterm and agree a review date with
parents.

At the end of the further half term monitoring period:

e |nvite parentstoreview the action plan (thismeeting will be
held, and decisions made in a parents’ absence if they fail to
attend).

e Ifthereisimprovement, communicate and celebrate
appropriately and continue monitoring.

e |Ifthereis noimprovementthen escalate by referringthe pupil

to [insert LA Access and Inclusion Officer with evidence—this
may lead to prosecution

School Lead

School Lead/LA
Officer

School Lead/LA
Officer
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Flowchart 2: Attendance Escalation of Intervention - LATENESS

Latenessis monitored on aweekly basis and sometimes more often, and the followingaction triggers are in place.

% Attendance Level of Intervention Responsibility
No lateness No lateness concerns.
e Analyse the end of term monitoring. The School Lead on
e Celebrate punctuality. these actions
Lateness concerns.
e latenessisto be challenged by the member of staff admitting The School Lead on
the late child into school by speakingtothe parentwhere these actions

possible and asking them why theirchildis late.

e Offeradvice orsupportto parentsif necessary.

e Recorditinthe school’slate system.

e Senda lateness warning letterto parents outlining concerns and
consequencesif punctuality does notimprove.

Significant lateness concerns.

e Regularly monitorthe needtoissue lateness letters. School Lead
e [ssue written warnings (lateness letters) about concerns atthe
Head teacher’s discretion

3 or 4 late arrivals
in aweek

At the end of monitoring:

e Ifthereisimprovementin punctuality, continue monitoring. School Lead/LA

e Ifthereis noimprovementinpunctuality convene a Lateness Officer
Panel Meeting (with the Head teacherand a Governor present)
to enable the school and parentsto agree and write down a
parent/pupil/school contract and action planto improve a
child’s punctuality.

e |flatenesscontinues, escalatethe latenessto consideration as
unauthorised absenceand move overto the attendance
escalation procedure.




