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1. Overview
At Grove Vale School we strongly believe that Attendance and Punctuality are vital for a child to

maximise their potential and create a feeling of belonging in their class/school community. Improving

attendance is everyone’s business. The barriers to accessing education are wide and complex, both
within and beyond the school gates, and are often specific to individual pupils and families.

In promoting the belief that Attendance and Punctuality are important values we will be helping to
ensure our children benefit fully from the Educational Opportunities available to them, to equip them
for life and potentially impacting upon their futures as citizens, employees and employers. Some pupils
find it harder than others to attend school and therefore, at all stages of improving attendance,
schools and partners should work in partnership with pupils and parents collaboratively to remove
any barriers to attendance by building strong and trusting relationships and working together to put
the right support in place.

We believe that;

= Repeated and consistent lateness is an unsettling start to the school day for both the child
and school.

= Prolonged and consistent absence, in any year group, affects access to the curriculum
ultimately impacting on progress.

= Unnecessary, parentally condoned and Unauthorised Absence should be challenged and both
school and parents/carers held Responsible for the impact this may have on any pupil’s full
attendance.

= Acting early to address patterns of absence support families and parents
= We will also support parents/carers in their legal duty to ensure their children registered at
the school attend regularly and punctually.

We are required to monitor and manage all Attendance and Absence in accordance with the Pupil
Registration Regulations, to follow the Department for Education (DfE) guidelines in relation to
attendance and absence and expect all parents/carers to work with us to ensure all pupils maintain
an attendance figure of at least 95% throughout the academic year.

2. Legislation and guidance

All children of compulsory school age are entitled to receive an efficient, full-time education
suitable to their age, ability and aptitude and any special educational needs that they may have. It
is the legal responsibility of every parent/carer to make sure their child receives that education
either by attendance at a school or by education otherwise than school.

Whilst compulsory school age begins the term after a child turns 5 years old, all parents/carers who
choose Grove Vale Primary for Reception are expected to comply with the guidance set out in this
Attendance Policy.



This policy meets the requirements, set out by the Department for Education (DfE), in Working

Together to Improve School Attendance.

The policy further draws on the DfE’s statutory guidance about School Attendance Parents

Responsibility Measures as well as the following legislation setting out the legal powers and duties
that govern school attendance:
e Part 6 of The Education Act 1996
Part 3 of The Education Act 2002
Part 7 of The Education and Inspections Act 2006
The Education (Pupil Registration) (England) Regulations 2006 (and 2010, 2011, 2013, 2016
amendments)
e The Education (Penalty Notices) (England) (Amendment) Regulations 2013

This policy also refers to the DfE’s guidance on the school census, which explains the persistent
absence threshold.

3. Roles and responsibilities

Statutory responsibilities for parents/carers, schools, governing bodies and local authorities are laid
out in the Summary Table of Responsibilities for School Attendance. document. These responsibilities
include, but are not limited to, the following:

3.1 The Governing Body:
The Governing Body is responsible for monitoring attendance figures for the whole school on at least

a termly basis. It also holds the headteacher to account for the implementation of this policy. The HT
will report to the FGB on a termly basis as part of the HT report.

The FGB has specific responsibility for reviewing attendance information and the Attendance Link
Governor has a key role in the monitoring of attendance procedures at the school with the Attendance
lead (Charlene Dubidat). Here at Grove Vale, the link governor for attendance, Mrs S.Gosal, will work
closely with the school and the attendance lead to monitor and take action where necessary.

They will:
e Recognise the importance of school attendance and promote it across the school’s ethos and
policies. Ensure school leaders fulfil expectations and statutory duties.
e Regularly review attendance data, discuss, and challenge trends, and help school leaders focus
improvement efforts on the individual pupils or cohorts who need it most.
e Ensure school staff receive adequate training on attendance.

3.2 The Head Teacher
The Head Teacher is responsible for:
e Effective implementation of this policy at the school
e Monitoring school-level absence data and reporting it to governors
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e Supporting staff with monitoring the attendance of individual pupils

e Reviewing leave of absence requests and authorising the issuing of fixed-penalty notices,
where necessary

e Maintaining oversight/authorisation of the removal from roll for any pupils (inc. elective home
education requests) and part time timetable arrangements

3.3 The Attendance Leader:
The school Attendance Leader:

e Monitors attendance & lateness data across the school, at an organisational level as well as
individual pupil level, and ensures appropriate completion/reconciliation of daily attendance
registers

e Promotes a culture of attendance matters through effective communication with all
stakeholders and an expectation of high standards related to attendance

e Reports concerns about attendance/absence (inc. persistent absence) to the Head Teacher
and Senior Leadership Team in order to agree appropriate support required

e Works with Local Authority education welfare officers & attendance support services to tackle
persistent absence by providing support or enforcing expectations

e Arranges calls and meetings with parents to discuss attendance issues and formalise support

e Advises the Head Teacher when a penalty notice is appropriate in individual circumstances

3.4 Class Teacher:
Class teachers are responsible for recording attendance on a daily basis, using the correct codes, and
submitting this information to the school office. They will:

e Ensure that registers are taken at the start of each session

e Report any concerns relating to attendance to the Attendance lead or Head Teacher

e Discuss attendance with parents/carers during parents evening appointments and note

concerns on effort/end of year reports
e Promote a culture of attendance matters and respond to any training given in this area

3.5 Parents/Carers:
Parents/Carers have a key role to play, with legal responsibilities attached, in order to ensure regular
attendance for their child at school. They will:
e Plan holidays outside of term time
e Consider whether it is wholly appropriate for the child/children to accompany adults in some
circumstances where leave of absence in term time is required
e Complete all appropriate paperwork, and provide evidence requested, when children are absent
from school
e Ensure their child attends school regularly in accordance with the Home School Agreement
o Seek to arrange any medical appointments outside of the school day hours
o Notify the school by phone by 8.50am on the day, or in advance, when their child is absent from
school e.g. sickness or medical appointments or fill in the online reporting form
e Be honest about reasons for absence including reporting sickness and leave of absence

4.Recording attendance

4.1 Attendance Register:




We will keep an attendance register and place all pupils onto this register. We will take our attendance

register at the start of the first session of each school day and once during the second session. It will
mark whether every pupil is:

e Present
e Absent

If a pupil is absent, codes will be applied appropriately in line with DfE guidance (see appendix 1). In
order to support staff in entering the correct code, parents/carers may be requested to provide certain
documentation.

Parents/carers are given a printed summary of their child’s attendance record annually with effort
reports and end of year reports.

4.2 Authorised and unauthorised absence

School Attendance Registers are ‘legal documents’ and as such are kept at Grove Vale in accordance
with the Pupil Registration Regulations. At Grove Vale the Head teacher is responsible for ensuring
that the Attendance Registers are accurate and up to date — This is also monitored closely by the office
staff and our attendance lead (It is an offence in law not to do so).

Attendance Registers can and are viewed by School staff, Parents/Carers (for their own child/ren),
Governors, Local Authority Officers, OfSTED and the Magistrates Court.

4.3 Authorised absence

An Authorised absence is defined as any half day absence from school for which the parent/carer of a
child has;

a) Provided the Head teacher (in advance) with a reason for that absence,

b) Provided the Head teacher (in advance) with a reason for that absence that can be accepted and/or
is allowed for the purposes of authorisation and,

c) That the Head teachers agrees the pupil should not be in school for that half day session.

4.4 Unauthorised Absence

Any half day absence from school for which the parent/carer of the child has;

a) not provided the Head Teacher (in advance) with a reason for that absence,

b) provided a reason but that reason is not, or cannot be accepted for the purpose of

authorisation and,
c) The Head teacher is unable to agree that the pupil should not be in school for that half day
session.

4.5 Unplanned Absence:
The pupil’s parent/carer must notify the school on the first day of an unplanned absence by 8.50am,

or as soon as practically possible by:



- Phoning the school on 0121 357 4319
- Completing of the online reporting form
- Emailing via the contact page on the website

Parents/carers should not report absences to a child’s class teacher via email to the class teacher or
via another parent/carers or pupil. It is important that the office is informed directly from somebody
who has parental responsibility for the child not attending school.

We will mark absence due to illness as authorised unless the school has a genuine concern about the
authenticity of the illness and/or evidence requested has not been provided.

If the authenticity of the illness is in doubt, or a pupil has had a significant amount of absence due to
ill health, the school may ask the pupil’s parent/carer to provide medical evidence, such as a doctor’s
note, prescription, appointment card or other appropriate form of evidence. We will not ask for
medical evidence unnecessarily.

If the school is not satisfied about the authenticity of the illness, the absence will be recorded as
unauthorised and parents/carers will be notified of this in advance. Where an absence hasn’t been
reported, parents/carers will be contacted during the morning requesting a response and reason for
absence. Where this is not forthcoming, the absence will be classed as unauthorised and further action
could be taken inc. home visits, welfare referrals (to police or social care) or further monitoring.

4.6 Planned Absence:
Parents/carers must also apply for other types of term-time absence as far in advance as possible of

the requested absence.

Attending a medical or dental appointment will be counted as authorised as long as the pupil’s
parent/carer notifies the school in advance of the appointment using the same methods as detailed
above (for unplanned absences).

Wherever possible, all medical and dental appointments should be made outside of school time.
Furthermore, it is expected that every effort is made to minimise the amount of time that the child is
absent for the appointment, i.e. not leaving until just before the appointment and returning immediately
afterwards. If an appointment is unavoidable, siblings must not be taken out of school. If they are taken

out of school, this would be recorded as an unauthorised absence.

The school may request confirmation of medical appointments or medical support of illness or injury.
Medical evidence can include items such as a GP slip or letter, appointment card or letter, the original
prescribed medication or the prescription itself. Parents/carers should note that not all ilinesses or injuries
require a child to be absent from school. Further information about whether an iliness requires time off
from school or not can be found on the NHS website: www.nhs.uk/live-well/healthy-body/is-my-child-

too-ill-for-school.
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4.7 Lateness and Punctuality:

A pupil who arrives late:

e Before the register has closed will be marked as late, using the appropriate code
o After the register has closed will be marked as absent, using the appropriate code

NB: KS1 pupils must be in school before the gate closes at 8:50am. KS2 pupils must be in school before the gate closes at 8:45am. Registers
close at 9:00am.

Lateness is monitored, in the same way as pupil absence, by our Attendance Leader. Where concerns
or patterns are spotted, parents/carers may be contacted and requested to attend a meeting to agree
strategies to improve this. Where there is no improvement, further action could be taken or the case
escalated to the Head Teacher and/or the Local Authority’s School Attendance Support Service and U
codes may be applied.

The Attendance Leader also monitors attendance of classes, year groups or groups of pupils (e.g. FSM
or SEND). Where data identifies trends or patterns, action will be taken by school staff to consider
strategies to support or promote attendance for this group. This could include bespoke
communication to those parents/carers or some individual programmes to strengthen expectations.

5.Term Time Leave of Absence Requests:

The Head Teacher will only grant a leave of absence to pupils during term time if they consider there
to be 'exceptional circumstances'. A leave of absence is granted at the Head Teacher’s discretion and
this decision is final (i.e. it is not possible to appeal the decision taken with the Governing Body). The
law does not grant parents the automatic right to take their child out of school during term time and
the judgement of the Supreme Court in the case of R v Platt [2017] asserts that even one day of missed
school could be an infraction of the law.

In line with the Department of Education regulations, which came into effect in September 2013, the
Head Teacher may only grant a leave of absence during term time if there are exceptional
circumstances which include, as examples, the following circumstances:

e Death of parent/carer or sibling of the pupil

e Life threatening or critical iliness of parent or sibling of the pupil

e Parent/carer recuperation and convalescence from critical illness or surgery (leave request to
be made within 6 months of recovery and medical evidence required)

e Leave for armed forces personnel who are prevented by operational duties to take leave at
any other time

e Leave of absence already granted by a previous school or Local Authority (granted within the
last six months and supported by documentation from the previous school)

Absences from school for the purposes of a term-time holiday will not be authorised unless there are
exceptional circumstances which are considered on a case by case basis.

It is a legal requirement that parents/carers obtain the permission of the Head Teacher before
removing their child from school. If a parent/carer wishes to make an application for a term-time
absence, this must be done in advance of the absence by the parent/carer with whom the child



normally lives. This request must be made in writing by completing a Leave Of Absence Form
which can be obtained from the school office.

This must be then handed in to the office for the Head Teacher to review at least two weeks in
advance. The Head Teacher will formally reply to any applications within 7 days upon receiving
this. This reply will explain whether the absence is authorised or not and explain any action
needed.

The Head Teacher (or a representative of the Head Teacher) and the Governing Body are within
their rights to decline an application and refuse permission for parents/carers to take their children
out of school during term time. Such a decision will have been made in the best interest of the
pupils’ educational progress and attainment and with due regard to their previous attendance
record. If the child is subsequently taken out of school this absence will be recorded as
‘unauthorised’.

Parents/carers who take their children out of school during term time without the authorisation of
the Head teacher not only damage their children’s educational opportunities but also risk being
issued with a penalty notice, being prosecuted in court and losing the child’s place at the school.

Where absence has been authorised, failure to agree and/or return a home-school contract, or not
return to school by the agreed date, could cause further action to be taken, including the pupil losing
his/her place at the school.

When making a decision, the Head Teacher will consider a range of circumstances in addition to
reason for absence including the child’s previous attendance, the dates requested (e.g. impact on
public examinations or assessments), the length of absence and the welfare needs of the child.

If a child is involved in a sporting event or a performance, which requires time out of school, then a
license may need to be applied for. In this situation, parents/carers should write to the Head
Teacher with the details and official confirmation from the organising body. The Head Teacher will
then liaise with the Local Authority’s licensing team.

If a parent/carer chooses to electively home educate their child, and effectively remove them from
roll at Grove Vale Primary School, they must put this in writing. Parents/Carers should ensure their
child still attends school until a removal from roll date has been agreed, in writing, with the Head
Teacher.

5.2 Religious Observance:

Grove Vale Primary School acknowledge and welcomes the multi-faith nature of our school
community and recognise that some families’ important religious festivals may fall within term time.

Government guidance says a pupil can be absent “on a day exclusively set aside for religious

observance by the religious body to which the parent/carer belongs”. This may include school

having evidence from a place of worship to confirm that the day has been exclusively set aside by the
religious body. School use the interfaith website as a guideline to support decision making linked to



“on a day exclusively set aside for religious observance by the religious body to which the

parent/carer belongs”. If a parent can opt to celebrate religious observance over several days
including a weekend and a day is not exclusively set aside by the religious body, school will actively
encourage the celebrations, where possible, to take part over the weekend so pupil attendance is not
affected.

Emotionally Based School Non-Attendance (EBSNA)

The school recognises that some pupils may experience emotionally based barriers to attendance
(EBSNA), often linked to anxiety or wellbeing needs. In such cases, we will work in partnership with
parents/carers and relevant professionals to identify underlying causes and provide appropriate
support.

Attendance expectations remain high, and any adjustments will be regularly reviewed with the aim
of supporting a return to full-time education.

5.3 Penalty Notices:

A penalty notice is an out of court settlement which is intended to change behaviour without the
need for criminal prosecution. If repeated penalty notices are being issued and they are not working
to change behaviour they are unlikely to be most appropriate tool. Therefore, only 2 penalty notices
can be issued to the same parent/carer in respect of the same child within a 3 year rolling period
and any second notice within that period is charged at a higher rate:

e The first penalty notice issued to a parent/carer in respect of a particular pupil will be
charged at £80 per parent/carer, per child if paid within 21 days, rising to £160 per
parent/carer, per child if paid between days 22 and 28.

e Asecond penalty notice issued to the same parent/carer in respect of the same pupil (within
a rolling 3-year period) is charged at a flat rate of £160 per parent/carer, per child, payable
within 28 days.

e A third penalty notice cannot be issued to the same parent/carer in respect of the same
child within a rolling 3-year period. Where the national threshold is met for a third time (or
subsequent times) within that period, alternative legal intervention will be considered,
which may include prosecution.

Penalty Notices may be issued to parents/carers by Sandwell Metropolitan Borough Council, on
behalf of the school, for any unauthorised absences of 10 or more sessions (5 or more days) in a
rolling period of 10 school weeks, including, but not limited to, absences for term-time holidays,
sporadic unauthorised absences or illness where supporting medical evidence has been requested
by the school but not supplied by the parent/carers.

During the 10 week period (which can span different school years), the school will attempt to make
at least three points of contact (i.e. phone, letter or home visit). If, at any point, there are
safeguarding concerns (i.e. we are not able to locate a child or make contact) then, we may have no
option but to make a referral to Children’s Services and/or the police. This could also result in a
referral to the Child Missing Education (CME) team. Therefore, it is always important to maintain



contact when children are absent. Furthermore, these attempts at contact demonstrate that a
referral for a penalty notice or prosecution really are a last resort.

The amount of a Penalty Notice is £80 per parent/carer, per child if paid within 21 days, rising to
£160 per parent/carer, per child if paid between days 22 and 28. If the Penalty Notice is not paid,
the parent/carer may be prosecuted for the offence of failing to ensure their child’s regular
attendance at school.

Section 444(1) Education Act 1996:

“If you are the parent of a child of compulsory school age who fails to attend school regularly, you
are guilty of an offence.”

The court can fine each parent up to £1,000 per child, order payment of the prosecution costs and/or
make a Parenting Order.

These prosecutions are criminal proceedings and could result in you having a criminal record.
A full copy of Sandwell LA’s ‘Penalty Notice Code of Conduct’ can be obtained upon request either at

school or by contacting Sandwell’s School Attendance Support Service at
attendance_service@sandwell.gov.uk.

5.4 Children Missing Education (CME):

Children are classed as missing education when they are not registered at a school or receiving suitable
provision elsewhere and are of compulsory school age. To avoid children becoming CME, it is
important that they are placed on and off a school roll according to Department for Education (DfE)
guidelines. It is vital that schools and local authorities work together to safeguard children and ensure
that they receive their educational entitlement.

At Grove Vale Primary School, we work closely with the Local Authority and inform them when we
have concerns over a child missing education.

These are the practices that we have put in place in order to safeguard children from becoming CME:

e Pupils are entered onto the admission register at the beginning of the first day that child is
due to attend. If the child fails to attend then enquiries will be made to establish their
whereabouts and Sandwell Metropolitan Borough Council (SMBC) will be notified. If a place is
enquired about for a child who is not currently on roll at a Sandwell school, and a place is not
available, the school will notify SMBC.

e If a pupil does not return to school for ten days after an authorised leave of absence, or is
absent without authorisation for twenty days, the pupil can be removed from the admission
register. This can only be done if the school and SMBC have made reasonable enquiries to
establish the whereabouts of the child.

e If achild is temporarily excluded from school for more than five days, the governing body will
arrange suitable alternative full-time education. This must begin no later than the sixth day of
exclusion. For permanent exclusions, the Local Authority will provide alternative education.

e Attendance will be monitored through our daily registers and any unexplained absences will
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be investigated as part of our safeguarding duty.

e The school will notify SMBC when a pupil’s name is removed from the school admission
register at non-standard transition points.

e The school will notify SMBC within five days of adding a pupil’s name to the admission register
at a non-standard transition point.

e |f the school cannot locate a pupil by reasonable enquiries (emergency contacts, home visits,
contacting other professionals involved with the family), then a Pupil Tracking Referral must
be made.

If a child is not able to attend school, due to being incapacitated, chronically poorly or for any other
long-term medical condition, the school will agree appropriate provision with the parent/carer and
any other professionals involved. This could include a hybrid range of activities such as remote
education provided by Grove Vale alongside any other provision allocated such as hospital education
or tutoring.

Ordinarily, school would only look to set work/refer to Hospital Education when pupils are absent for
10 consecutive school days or more with decisions being made on a case by case basis.

5.5 Reducing Persistent Absence:

The school has a responsibility to work with parents/carers, and the LA School Attendance Support
Service, to reduce persistent absence rates (i.e. to reduce the number of children whose attendance
is less than 90% at school). Action is therefore taken, at different stages, to achieve this goal and this
is summarised in our Attendance Strategy and attached in the appendices of this policy.

Actions include, but are not limited to, the following:
e Meetings with parents/carers and pupils
e Action plans agreed with any support required identified
e Referrals to education welfare/support services as necessary
e Support within school

Where there is no improvement to attendance for pupils identified as persistently absent, legal
sanctions may be pursued where there is no other alternative.

The Attendance Leader monitors attendance for all pupils at the school so may seek to intervene
and work with families before a pupil is identified as persistently absent. This is because we know
that attendance of less than 95% (i.e. absences of 9.5 days or more out of the 190 pupil days in the
school year) has been shown to compromise pupil attainment.

5.5 Part Time Timetables:

In very exceptional circumstances, where it is in a pupil’s best interests, there may be a need for a
school to provide a pupil of compulsory school age with less than full-time education through a
temporary part-time timetable to meet their individual needs. For example, where a medical condition
prevents a pupil from attending school or another setting full-time and a part-time timetable is used




to help the pupil access as much education as possible. A part-time timetable should not be used to
manage a pupil’s behaviour.

A part-time timetable should:

Have the agreement of both the school and the parent the pupil normally lives with.

Have a clear ambition and be part of the pupil’s wider support, health care or reintegration
plan.

Have regular review dates which include the pupil and their parents to ensure it is only in place
for the shortest time necessary.

Have a proposed end date that takes into account the circumstances of the pupil, after which
the pupil is expected to attend full-time, either at school or alternative provision. It can,
however, be extended as part of the regular review process. In some limited cases, a pupil
with a long-term health condition may require a part-time timetable for a prolonged period.

6. Strategies for promoting good attendance

At Grove Vale Primary School, we use a variety of strategies to maximise attendance and punctuality
including, but not limited to, the following.

Weekly class attendance celebrations within our shining star assembly

Attendance display board updated weekly celebrating the classes with the highest
percentages

Engagement in attendance incentives which are varied each year,

Termly certificate for every child who achieves 96%+ attendance.

Mention in newsletters

Weekly class drop-ins from the Attendance Leader to promote attendance.

Use of an ‘Attendance Matters’ poster to promote attendance within class.

Certificates and letters home for children who have been working hard to improve their
attendance (these are the children who have previously fallen below the expected 96%).
Attendance leader to have meetings, calls and write letters to parents when attendance
becomes a concern.

Parent contract meetings to take place where a child’s attendance is causing us a concern
and having a negative impact on their learning

6.1 Graduated Response to Attendance

In line with DfE guidance, Grove Vale Primary School adopts a support-first, graduated response to

attendance.

We recognise that absence is often a symptom of underlying barriers and therefore prioritise early

identification and support.

Our approach follows four stages:

1.

Universal — High expectations for all pupils, clear communication with families and promotion
of good attendance.

2. Targeted Support — Early intervention where attendance falls below expected levels,

including contact with parents and discussion of barriers.



3. Formal Intervention — Implementation of structured support such as attendance plans,

parent meetings and involvement of external agencies.
4. Legal Intervention — Where support has not led to sustained improvement, the school may
refer to the Local Authority for enforcement action, including penalty notices.
Legal action will only be considered where appropriate support has been offered, reviewed and has
not resulted in sufficient improvement.

7. Attendance monitoring

Pupil-level absence data will be collected each term and published at national and Local Authority
level through the DfE's school absence national statistics releases. The underlying school-level absence
data is published alongside the national statistics. The school will compare attendance data to the
national average and share this with the governing board.

Attendance data will be collected and used to:
e Track the attendance of individual pupils

e |dentify whether or not there are particular groups of children whose absence may be a cause
for concern

e Monitor and evaluate those children identified as being in need of intervention and support

Attendance is everyone’s business so in many of these cases school will not be able to fully support a
pupil without the assistance of a range of other agencies. Therefore, following any monitoring, school
should:

e Make use of school nursing services and mental health support teams where they are
available.

e Consider whether additional support from other external partners (including the Local
Authority, children and young people’s mental health services, Family help, GPs or other
health services) would be appropriate and make referrals.

e Where external support is provided work together with those services to deliver any
subsequent support.

If the child has an Education, Health and Care Plan, school staff should:

e Communicate with the Local Authority where a pupil’s attendance falls or they become
aware of barriers to attendance that relate to the pupil’s needs.

e  Where possible agree adjustments to its policies and practices that are consistent with the
special educational provision set out in the Education, Health and Care Plan in collaboration
with parents.

o  Where needed work with the Local Authority to review and amend the Education, Health
and Care Plan to incorporate the additional or different attendance support identified.

Our Attendance Leader is Charlene Dubidat and she can be contacted, via the school office:

e (01213574319



e Orviathe contact us page on the website

Sandwell’s School Attendance Support Service can be contact at:
e attendance service@sandwell.gov.uk

8. Monitoring

This policy will be reviewed as guidance from the Local Authority or DfE is updated, and as a
minimum, each year in line with the Policy Review Schedule.

Links with other policies

This policy links to the following policies:
e Safeguarding & Child Protection Policy
e Behaviour Policy
e Inclusion Policy
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Appendix 1: Attendance Codes

The following codes are taken from the DfE’s guidance on school attendance:

Attending the school
/\ Present at the school / = morning session \ = afternoon session
L Late arrival before the register is closed
K Attending education provision arranged by the Local Authority
Vv Attending an educational visit or trip
P Participating in a sporting activity
w Attending work experience
B Attending any other approved educational activity
D Dual registered at another school
Absent — Leave of absence
C1 Leave of absence for the purpose of participating in a regulated performance or
undertaking regulated employment abroad.
M Leave of absence for the purpose of attending a medical or dental appointment
1 Leave of absence for the purpose of attending an interview for employment or for
admission to another educational institution
S Leave of absence for the purpose of studying for a public examination
X Non-compulsory school age pupil not required to attend school
C2 Leave of absence for a compulsory school age pupil subject to a part-time
timetable
C Leave of absence for exceptional circumstance
Absent — other authorised reasons
T Parent travelling for occupational purposes
R Religious observance




Illness (not medical or dental appointment)

E Suspended or permanently excluded and no alternative provision made
Absent — unable to attend school because of unavoidable causes
Q Unable to attend the school because of a lack of access arrangements
Y1 Unable to attend due to transport normally provided not being available
Y2 Unable to attend due to widespread disruption to travel
Y3 Unable to attend due to part of the school premises being closed
Y4 Unable to attend due to the whole school site being unexpectedly closed
Y5 Unable to attend as pupil is in criminal justice detention
Y6 Unable to attend in accordance with public health guidance or law
Y7 Unable to attend because of any other unavoidable cause
Absent — unauthorised absence
G Holiday not granted by the school
N Reason for absence not yet established
0] Absent in other or unknown circumstances
U Arrived in school after registration closed
Administrative Codes
z Prospective pupil not on admission register
# Planned whole school closure




Appendix 2: Attendance Strategy

The school’s attendance strategy is summarised as follows:



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 and understand
barriers to attendance and agree how all partners can work together to resolve them.

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.

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 an attendance contract or education supervision order.

Enforce
Where all other avenues have been exhausted and support is not working or not being

engaged with, enforce attendance through statutory intervention: a penalty notice in line
with the National Framewaork or prosecution to protect the pupil's right to an education.

Appendix 3

How does your child compare?




Attendance during one | Equals this number | Which is | Which means this
school year of days absent approximately this | number of lessons
many weeks absent | missed

90% 19 days 4 weeks 100 lessons
80% 38 days 8 weeks 200 lessons
70% 57 days 11.5 weeks 290 lessons
Appendix 4
Attendance Thresholds

The school monitors attendance in line with national expectations:
e 96% and above — Expected attendance
e 90%-95% — At risk of persistent absence
e Below 90% — Persistent absence (PA)
e Below 50% — Severe absence (SA)
Pupils identified within these thresholds will receive increasing levels of support and intervention.

Focus is given to pupils who are persistently or severely absent, as these pupils are at significant risk
of poor educational outcomes and safeguarding concerns.




