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Statement of Intent

For a child/young person to reach their full educational achievement a high level of school attendance is
essential.

We are committed to providing an education of the highest quality for all our pupils and endeavour to provide an
environment where all pupils feel valued and welcome. Every child/young person has a right to access the
education to which he/she is entitled. Parents and teachers share the responsibility for supporting and promoting
excellent school attendance and punctuality for all.

It is our duty to consistently strive to achieve high attendance for all children. We have set an annual school
target of 95%, acknowledging that some absences are unavoidable for our cohort.

Every opportunity will be used to convey to pupils and their parents/ carers the importance of regular and
punctual attendance.

For our children to take full advantage of the educational opportunities offered, it is vital every child is at school,
on time, every day the school is open unless the reason for the absence is unavoidable.

The routines children develop around attendance and punctuality at school are the same as the expectations of
any future employer in the world of work. High attainment, confidence with peers and staff, and future aspirations
depend on good attendance.

Introduction
Department for Education (DfE) guidance -School Attendance (2022) states that the Government expects

schools should:

+  promote good attendance and reduce absence, including persistent absence

« ensure every pupil has access to full-time education to which they are entitled « act early to address patterns
of absence

«  parents to perform their legal duty by ensuring their children of compulsory school age who are registered at
school attend regularly

« all pupils to be punctual

“Regular” is defined as “in accordance with the rules prescribed by the school. We believe good attendance is
important because:

« statistics show a direct link between under-achievement and attendance below 95%
«  regular attenders make better progress, both socially and academically
«  regular attenders find school routines, schoolwork and friendships easier to cope with

»  regular attenders find learning more satisfying
«  regular attenders are more successful in transferring between primary school, secondary school and higher
education, employment or training.

Promoting good attendance

The foundation for good attendance is a strong partnership between the school, parents and the child.
To help us all to focus on this we will:

< Provide information on all matters related to attendance in our newsletter and on our website.
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»  Report to you on how your child is performing in school, what their attendance and punctuality rate is and
how this relates to their attainment and progress.

+  Celebrate good attendance by displaying individual and class achievements.

«  Reward good or improving attendance through class competitions, certificates and outings/events.

»  Set targets for the school and for classes for attendance and display these in the school.

»  Run events when parents, pupils and staff can work together on raising attendance levels across the school.

«  Liaise closely with the families of children with low or declining attendance to bring ahout improvements.

«  Implement targeted interventions for students facing barriers to regular attendance, including support for
mental health and learning difficulties.

Roles and Responsibilities

Headteacher

The Headteacher has overall responsibility for attendance in this school. The Headteacher is responsible for
ensuring this policy is implemented consistently across the school, and for monitoring school-level absence
data. The Headteacher also supports other staff in monitoring the attendance of individual pupils and may
issue fixed-penalty notices, where necessary.

They will monitor and oversee the school’s work in promoting regular and improved attendance by reviewing
the weekly reports and the Headteacher's termly summary. They will ensure that any negative patterns of
attendance are challenged and provide support to remedy this.

School attendance lead

Our attendance officer will oversee, direct and coordinate the school’s work in promoting regular and improved
attendance and will ensure the attendance policy is consistently applied throughout the school. This person will
also ensure that attendance is both recorded accurately and analysed. They will ensure that attendance issues
are identified at an early stage and that support is put in place to deal with any difficulties.

If absence is frequent or continuous, except where a child is clearly unwell, staff will discuss with
parents/carers the need and reasons for their child’s absence and will encourage them to keep absences to a
minimum. A note or explanation from a pupil’s home does not mean an absence becomes authorised. The
decision whether to authorise an absence will always rest with the school.

The school may collaborate with external agencies, such as educational welfare officers and social services, for
additional support where necessary.

Classroom staff

*  Ensure that all pupils are registered accurately.

+  Promote and reward good attendance with pupils at all appropriate opportunities.

+  Liaise with the attendance lead on matters of attendance and punctuality.

«  Communicate any concerns or underlying problems that may account for a child's absence.
+  Support pupils with absence to engage with their learning once they are back in school.

Pupils

+  Attend every day unless ill or have an authorised absence.

«  Arrive in school on time.
«  Take responsibility for registering at the reception desk if late or leaving the school site during school hours.

Parents/carers
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Ensuring your child’s regular attendance at school is a parent/carer’s legal responsibility and permitting absence
from school that is not authorised by the school creates an offence in law.

Parents must:

+  Preferably before school commences, inform the school on the first day of absence

» discuss with the Deputy / Headteacher any planned absences well in advance

«  support the school with their child in aiming for 100% attendance each year

»  make sure that any absence is clearly accounted for by telephone or text on the first and subsequent days
of absence, or by letter if a phone is unavailable

« avoid taking their child out of school for non-urgent medical or dental appointments « only request leave of
absence if it is for an exceptional circumstance.

Absences
Requests for leave of absence

Headteachers may not grant any leave of absence during term time unless there are exceptional circumstances.
For example, the loss of a family member.

The length of the authorised absence, as well as whether absence is authorised at all is at the Headteacher's
discretion. The fundamental principles for defining exceptional are rare, significant, or unavoidable, which means
the event could not reasonably be scheduled at another time. There is no legal entitlement for time off in school
term time to go on holiday and in almost all cases, holiday will rarely be authorised.

Parents/carers wishing to apply for leave of absence need to fill in an application form (available from the school
office) in advance and befare making any travel arrangements.

If term-time leave is taken without prior permission from the school, the absence will be unauthorised - see the
section below on legal sanctions.

Taking holidays in term time will affect your child’s schooling as much as any other absence and we expect
parents to help us by not taking children out during school time.

Absence through child participation in public performances, including theatre, film or television work and
modelling

Parents of a child performer can seek leave of absence from school for their child to take part in a performance.
They must contact the Headteacher to discuss the nature and frequency of the work, whether the child has a
valid performance licence and whether education will be provided by the employer during any future leave of
absence. It is, however, down to the Headteacher's discretion as to whether to authorise this and they will wish
to discuss with you the nature and frequency of the absence and how learning will continue if absence occurs.
Any absence recorded as part of a child’s participation in a public performance is recorded as C, an authorised

ahbsence.
Absence through competing at regional, county or national level for sport

Parents can seek leave of absence from school for their child to take part in regional, county. national and
international events and competitions. It is, however, down to the Headteacher's discretion as to whether to
authorise this and they will wish to discuss with you the nature and frequency of the absence and how learning
will continue if absence occurs. Permission for your child to leave early or arrive late to attend coaching and
training sessions is also at the discretion of the headteacher and is not likely to be approved if it is a regular
event, unless the sports club or association is providing an education tutor as part of their coaching.

Recording attendance

Legally the register must be marked twice daily. This is once at the start of the school day, and again at the start
of the afternoon session.
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Authorised and unauthorised absence

Pupils are expected to attend school every day for the entire duration of the academic year, unless there is an
exceptional reason for the absence. There are two main categories of absences:

Authorised ahsence: is when the school has accepted the explanation offered as satisfactory justification for the
absence or given approval in advance for such an absence. If no explanation is received, absences cannot be
authorised.

Unautharised absence: is when the school has not received a reason for absence or has not approved a child’s
leave absence from school after a parent’s request. This includes:

«  parents giving their children permission to be off school unnecessarily, such as for shopping, attending
parents’ appointments, visiting family, birthdays, to look after siblings

«  truancy before or during the school day
= absences which have not been explained

Absence due to illness will be authorised unless the school has a genuine concern about the authenticity of the
illness. If the authenticity of the illness is in doubt, the school may ask parents 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 will be notified of this in advance.

A school can, if needed, change an authorised absence to an unauthorised absence and vice versa if new
information is presented. Any changes will be communicated to parents/carers. An example of this would be
where a parent states a child is unwell but on return to school there is evidence, they have been on holiday.

Please see Registration of Pupils Policy for further guidance on the recording of absence.

Lateness/punctuality

It is important for pupils to be on time at the start of the morning and afternoon school sessions and to lessons.
The start of school/lessons is used to give out instructions or organise work. If a child is late, they can miss work
time with their class teacher getting vital information, cause disruption to the lesson for others, and it can be
embarrassing leading to possible further absence.

The school day begins at 8:50am and ends at 3pm

Morning registration is at 9am and it closes 9:10am

Afternoon registration is 1:30pm and it closes at 1:40pm

DfE guidance suggests all official registers should be closed a maximum of 30 minutes after the start of school.

All lateness is recorded daily. This information will be required by the courts, should a prosecution for
nonattendance or lateness he necessary.

Arrival after the close of registration will be marked as unauthorised absence and coded U as per DFE guidance.
This mark shows the student to be on site but is legally recorded as an absence. Legally, punctuality is the
responsibility of those with Parental Responsibility.

If a pupil is late due to a medical appointment, they will receive an authorised absence, coded M.

Please be advised that, where possible, doctors and dentist's appointments are to be made outside of school
hours or during school holidays.

Pupils who are consistently late are disrupting not only their own education but also that of the other pupils.
Ongoing and repeated lateness is considered as unauthorised absence and may be subject to legal action.

Collection of pupils (primary)
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Parents must collect their child/ren promptly at the end of the school day. Where late collection is persistent
and/or significantly late, the school is obliged to take any uncollected pupil to a place of safety and share
concerns, as necessary, with other agencies. If one is available, the school may place a child into the after-school
club for which the parent may be invoiced.

Reporting Absences - information for parents/care givers

A child not attending school is considered a safeguarding matter. This is why information about the cause of any
absence is always required.

If your child is absent, you must:

«  Contact us by phone as soon as early as possible on the first day of absence call into school and report to
reception.

«  Send a note in on the first day they return with an explanation of the absence - you must do this even if you
have already telephoned us.

Responding to pupil absences

If your child is absent:

«  We will telephone or text you on the first day of absence if we have not heard from you - this is because we
have a duty to ensure your child’s safety as well as their regular school attendance.

« Ifabsence continues on the second day, then a second attempt to call will be made.

< If absence continues for a third day, then the school will make a home visit. If no contact is made, then a
letter will be left.

»  Where appropriate a request for a safe and well check conducted by the Police/PCSO will be made. If a
Social Worker is involved with the family, then they will he informed. If there are concerns relating to
safeguarding, then a CSC referral will be made.

«  We will invite you in to discuss the situation with our attendance officer and/or pastoral leaders or senior
member of staff if absences persist.

«  We will refer the matter to the local authority's Attendance Legal Panels if absence is unauthorised and falls
below 90%.

10 days’ absence

We have a legal duty to report the absence of any pupil who is absent without an explanation for 10 consecutive
days. If the child is not seen and contact has not been established with the named parent/carer then the local
authority is notified that the child is at risk of missing. Please be aware that the Trust expects its schools to report
this unexplained absence sooner than the 10-day period, if it is deemed that there are significant concerns of
harm. Children’s Services staff will visit the last known address and alert key services to locate the child. Parents
are expected to help us by making sure we always have an up-to-date contact number. There will be regular
checks on telephone numbers throughout the year.
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10. Persistent absence

We understand that some absence is unavoidable due to chronic illness for example. However, if a child misses
10% (three weeks/sessions) or more schooling across the school year, for whatever reason, they are defined by
government as persistent absentees.

As such, we monitor all absence thoroughly and all attendance data is shared with the Trust, local authority and
the DIE.

Children are sometimes reluctant to attend school for a variety of reasons. Any problems with regular attendance
are best sorted out between the school, the parents/carers and the child. If a child is reluctant to attend, it is
never better to cover up their absence or to give in to pressure to excuse them from attending. This gives the
impression that attendance does not matter and may make things worse.

Parents should contact their child’s class teacher, immediately and openly discuss any worries. Your child could
be avoiding school for several reasons - difficulties with schoolwork, bullying, friendship problems, family
difficulties. It is important that we identify the reason for your child’s reluctance to attend school and work
together to tackle the problem.

If your child has had absence and their attendance level is falling towards 90%, we will contact you and,
depending on the reasons for the absence, will invite you to meet with the deputy Headteacher and attendance
officer where the reasons for the absence will be discussed and if necessary, strategies to complete missed
work.

The school may consider issuing a fine against those with Parental Responsibly who fail to ensure their child or
children attend school on a regular basis.

11. Absence linked to anxiety or SEND

We understand that for some children absence can be due to anxiety and other mental health difficulties. These
children may need adjustments to their daily routines, timetables or other school environment factors to support
their needs. We aim to work with parents and other support agencies to understand and support these children
rather than taking a punitive approach. Parents who are concerned their child may be suffering from
schoolrelated anxiety should speak to the school SENCO in the first instance.

12. Child missing in education

If your child is not seen and contact has not been established with any of the named parents/carers, after the
first day we will make all reasonable enquiries to establish contact with parents/carers and the child, including
making enquiries to known friends, wider family, and visiting the family home to try to establish contact.

If there has been no contact after three days of absence, the school will start the child missing in education
procedures and notify relevant agencies such as the relevant LA Child Missing in Education team, the Education
Welfare Officer or Police or Social Services. If the pupil is a Looked After Child, or has been identified as a
vulnerable pupil, these agencies may be notified on the first day of absence.

If your child is leaving our school other than when transferring to the secondary school or leaving at the end of
Year 6, parents are asked to give the attendance officer comprehensive information about their plans, including
any date of a move and your new address and telephone numbers, your child’s new school and the start date
when known. This should be submitted to our school in writing.

If pupils leave and we do not have the above information, then your child is a child missing in education. This
requires schools and local authorities to then carry out investigations to try and locate your child, which includes
liaising with Children's Services, the Police and other agencies. By giving us the above information, these
investigations can be avoided.
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13. Legal sanctions

Schools can fine parents for the unauthorised absence of their child from school, where the child is of compulsory
school age.

If issued with a penalty notice, parents must pay £60 within 2.1 days or £120 within 28 days. The payment must
be made directly to the local authority.

The decision on whether to issue a penalty notice ultimately rests with the Headteacher, following the local
authority's code of conduct for issuing penalty notices. This may be considered:

«  Afew unauthorised absences occurring within a rolling academic year.

«  One-off instances of irregular attendance, such as holidays taken in term time without permission.

*  Where an excluded pupil is found in a public place during
school hours  without a justifiable reason.

If the payment has not been made after 28 days, the local authority can decide whether to prosecute the parent
or withdraw the notice.

14. Record preservation

School registers are legal documents. We will ensure compliance with attendance regulations by keeping
attendance records for at least three years.

There are key policies that are relevant to pupil attendance, registration procedures, and following up on pupil
absence which, for your convenience, are listed below:

«  Anti-bullying

«  Behaviour

*  Child protection and Safeguarding
+  Exclusions

*  Registration of Pupils

+  Missing Children

10



I . - - ericiones legsl B4
Vinglugmosn To.2EDHHO sl s1sdw Iaodtes mowt biiratartt e poveads haesoruson 1 intzinama aatt nes Siniyna2 B
i b . & Suminois

Tetsmsnarinesy sl syel 8L ailhw os:naw aysh L alitiv 093 yer) lamw ﬂnawq ssamm AT i 15 Danres 1
ﬂnaﬂmejsom B D e e

I90l &) Briwolol teitasbeal s rmw st Jalsmitiy sdion Wismeq & Sues BY veitldiv 16 rolekish BAY
srabienne ad a2 2eolion vitsnsg Rofuzzt ot Tnhnes T eno 2 @halivs

JEgY afinalisa gniiier o nidi gaitnsde 2soneeds bezhortiem war A
widigzinnae Jugdlise ol omar ol naalsl eyainlon ze douz sspebnalls ahpsni o sanstan Tpand
amb  susly  olidug 8 ol Dituot al  ligue babiose nis o - .
nozeay slidaiilan] & Mooty 2N fooroe

Misiesg o) SHpsa0m o:*mmsﬂmab@h fEoYINOing a9l el eyab S5 alis sham nead Jon 2sa Jnemyegsliil
&align ) weiniiv 1o

_ . nmoitsviszanyg broosf pI
amgeed vl enoilaluzay sonsbielis (1w sansliqmos awsns iy oW =hamusoh legsl a1 satziges loonse '
2y agil) Tauﬁl 78 10\ ZIID0ST SONSHNATIE

fiqug ro qu Jniwiilol Das . 2aiteoimg nodsleigs earshnedis ligu of Nevaly ws imﬂ gelotor;vad e evant
Swoiei tefail as aonuimBvnoa TuoyInt doiidw Saneerls

grifluc-inh  +

Wioiveded,

anﬂmuygats& b aoioetoiy blir)  +

- ¥ o " . POCHET o

elicjua 1o rinemgeR - .

L

=

NI Bniesd -

O




APPENDIX A

Essex County Council - Education Department Code of conduct - Penalty notices for school absence/suspended pupils
Applies from 1 September 2024

The purpose of this local code of conduct is to ensure that penalty notices for school absence are issued in a manner
that is fair and consistent across Essex County Council's jurisdiction. The code sets out the arrangements for
administering penalty notices in Essex and must be adhered to by anyone issuing a penalty notice for school absence in
this area. The code complies with relevant regulations and the Department for Education’s national framework for penalty
notices as set out in the ‘Working together to improve school attendance’ guidance.

Provisions set out within this Code of Conduct will apply to unauthorised absences recorded by schools within Essex
County Council’s jurisdiction from the start of the 2024/25 academic year. N.B. Absences recorded prior to 19 August
2024 may be subject to the provisions set out within the previous, locally agreed, Code of Conduct.

Consultation 1.

This code has heen drawn up in consultation with Essex headteachers and governing hodies of state-funded schools and
Essex police.

Legal basis 2.

Penalty notices may be issued to a parent as an alternative to prosecution for irregular school attendance under s444
of the Education Act 1996. They can only be issued in relation to pupils of compulsory school age in maintained schools,
pupil referral units, academy schools, Alternative Provision (AP) academies, and certain off-site places as set out in
section 4447A Education Act 1996. For penalty notices relating to suspended or excluded pupils, please refer to
paragraph 35 (below) for the legal basis under which these penalty notices are issued.

3. The Education (Penalty Notices) (England) Regulations 2007 (and subsequent amendments) set out how penalty
notices for school absence must be used.

4. A penalty notice can only be issued by an authorised officer: i.e. a headteacher or a deputy or assistant head authorised
by them, an authorised local authority officer or a police constable. Under the community safety accreditation scheme
(CSAS), authority may be granted by the police to additional approved personnel, enabling penalty notices to be issued
by such personnel, in line with the national framework for penalty notices and any locally agreed practices as set out

within this code of conduct.

In Essex, via the CSAS, the following companies have received accreditation to issue penalty notices in line with this code
of conduct:

*  Aquinas School Attendance Provisions
*  Attendance Solutions Essex
*  The Next Chapter

5. The national framework for penalty notices is published in statutory guidance “Working together to improve school
attendance’. It provides further national guidance on the operation of penalty notice schemes for school absence in
England.

6. The education-related provisions of the Anti-Social Behaviour Act 2003 apply to all parents who fall within the definition
set out in Section 576 of the Education Act 1996. This defines ‘parent’ as:

«  All natural parents, whether they are married or not.
+  Any person who, although they are not a natural parent, has parental responsibility (as defined in the

Children Act 1989) for a child or young person.

19
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«  Any person who, although not a natural parent, has care of a child or young person. Having care of a
child or young person means that a person with whom the child lives and who looks after the child,
irrespective of what their relationship is with the child, is a parent in education law.

Under this code of conduct, a penalty notice can be issued to each parent believed to be liable for the offence or offences.

Rationale 7.

For pupils registered at one of the settings referenced in paragraph 3 above, regular attendance is a legal requirement
and Section 444 (1) and 444 (1A) Education Act 1996 and Section 36 of the Children Act 1989 already exist to enforce
attendance through the Courts in appropriate circumstances. The legal responsibility for compliance with these Acts rests
with the parents and courts have the powers to fine, imprison or impose various orders.

8. For the most vulnerable pupils, regular attendance is also an important protective factor and often the best opportunity
for needs to be identified and support provided.

9. Where difficulties arise with school attendance, professionals should take a ‘support first’ approach in line with the
Department for Education's ‘Working together to improve school attendance’ guidance, only resorting to legal
enforcement when necessary. The aim is that the need for legal enforcement is reduced by taking a supportive approach
to tackle the barriers to attendance and intervening early before absence becomes entrenched.

10.Penalty notices will only be used in cases where support is not appropriate (e.g. a term time holiday) or where support
has been provided and has either not been engaged with or has not worked.

When may a penalty notice for absence be appropriate?

14.The National Framework for Penalty Notices, which takes effect from 19 August 2024, sets out the maximum number
of penalty notices which may be issued by a local authority to each parent, for each child, in any 3 year period.

12.All schools must consider whether a penalty notice is appropriate in each individual case where one of their pupils
reaches the national threshold for considering a penalty notice. Schools should not have a blanket position of issuing or
not issuing penalty notices and should make judgements on each individual case to ensure fairness and consistency
across the country. Essex County Council supports all headteachers within Essex to exercise their discretion when
considering the appropriateness of penalty notice fines, based on their knowledge of individual families” circumstances
within their school community.

13.The threshold is 10 sessions of unauthorised absence in a rolling period of 10 school weeks. A school week means
any week in which there is at least one school session. The threshold may be met with any combination of the following
unauthorised ahsence codes - i.e. G (unauthorised leave/holiday taken during term time), O (unauthorised absence)
and,/or U (arriving late after registers have closed) codes. The following examples demonstrate how the national threshold
of 10 sessions within a 10 school week period might be triggered (please note that this is not an exhaustive list):

« A sessions (2 days) of holiday taken in term time plus 6 sessions of arriving late after the register closes
all within 10 school weeks.

« 10 consecutive sessions (5 school days) of holiday absence (G coded)

» 6 sessions of unauthorised absence taken in one week and L further session of unauthorised absence,
per week, for the next four weeks.

«  The period of 10 school weeks can also span different terms or school years. For example, 2 sessions
of unauthorised absence in the Summer Term and a further 8 sessions recorded within the following Autumn
Term.

« 5 separate days of absence (10 sessions) taken over a number of weeks. For example, a pupil who fails
to attend school on Fridays on five separate occasions within a 10 school week period.

14.If repeated penalty notices are being issued and they are not working to change behaviour, they are unlikely to be the
most appropriate tool. The national framework for penalty notices sets out that a maximum of 2 penalty notices per child,
per parent can be issued within a rolling 3-year period. The national framework also sets out the escalation process which
applies to such penalty notices. If the national threshold is met for a third time (or subsequent times) within 3 years,
another tool should be used. In Essex, where a child’s attendance has met the national threshold for a third time within
3 years and the parent/s have already been issued with 2 penalty notices within that period, consideration will be given

to prosecution under section 444 Education Act 1996.
12



-

@ T s gnivel anesg gnvoy 1o itk & o e1e s Ingya lowisa A %0 iguotts orl nuewn WA s
Bl ) sefin £lop) itw DNB devil bt an) Mmodw Wiw A0&eq 6 Jsdl ZnsBm nomSY WGy 10' Ming
g ol noifEanls o Fieve s e G s i e gitkenolisty iad Teiw T avieggeat

~zaxaio W ﬁ’msrlu sl slisll 50 62 paailad e rﬁﬁa i bnlizal ad a5 891N yiensg s, f-whmﬁ-'m et 2ivliyehnoll

5 -
" =
- N N

,' X slanoiss
titsentupet leysl @ 21 sonsboetls 1sivgey evods £ dqmyeieg i basrorTay st o 1o 900 Je hsatier 2y
910ing of fetwg ybals Q8L JoR NaTbin st W08 nodowe bl JLEL 104 naifeauh3 (ALY BR bar (h) bbb aotke2 bis
Yzl pioAseadl diw sonstigroo el il anogzar lagel sl 2eonsrEmuong slehqonisn i 2N 90 iRuos eoisbrers

ZNslre AUONEY S2eU O ol ankt of 21w sl aved Anuoo s einanie S diw

\InIIGG0 Tent aild it bre witest svistuig Mshogii o cets 2 sonsbasils e 2inug sldeeniuy Jeorm o] w1 8

bablvarg nongle Bns Belifiiiedl o of b 10f

St ditiw anil ol dosmigue el Jogue’ 5 sis? bluoile zlenoizeatonn Banshials laoiog diw sxie #sifluoiio medw €
lagal 01 ghihoen yino: eonshiug ‘sonsboells oodog avongmi o) 1@i1ag0] RaldoW enoilesuBE 0T Inermtiened
st svinognu & Beised v basubior 21 Insiresiolna lagel 1T besn si) Tsdt 2 mis ol yiseessen Hodw Insmeaotne

beridnadae 2amnoed sonseds eroled yhes gninsviaini bis sonediais of 2winsd i allasd of

houaus sadw 1o (wbilon emnd e o J9)sisnyongs fon & nm'qmrmmrw: gazss il Heal sl yino Niw 2salion _\mmeﬁ.un'
ibashiw o 251 10 ffiw hegegna naad fon wilhe eor bve Debivow) nsed asd

. fuiahgovgan ed sotseds 100 salion VilBreg B @m neiw
Taklmun (s add 1o efse  hSOS 1kiguA B1 mof foaTie 2eNm Widvw 2=aliobyHaned ol showsmsid lenotiald sdT L
Dbulte 15y €.yns.ai hilito dosa ol Jigren ross 07 FHonins I5anl & & D3IZE SO VEm 1w 2331900 Ylisnaq 10

ailug warid 1o ene eertw ceso ieubivibn fans o winhooings 2 Ao Eneq . wertisiw whienon feum elooisz BALE
10 grauezi 1o notlieon tsineld & avsrl Jon bluoile aluenag sollon disms s anishiznen o7 blodasd! isnotian et sarne;
onEisiEvon bins 22ee) slena GF acao IGuEviDal fose no -afneimsabul siem blubita brs esolion -(!Iansq JArtiztzel for
nEw niaoetd el saiese of xesed (e Seibsalbsen lis s LT3 !Iﬁuou Vil xeesy 'mrmm aili 2eewn

kS

eannRIEmvIID "eailimal Isulwiln! 1o aghalwon 1i MMM&MMMWIMEWMM

Nhaummos loodsz want ol

ensn Assw toodoe A-zrssw leonaz Ol o boiwg polfioy o T amsers DEENGTTORTL W enpirsss O & BIoifeail iT.8E

Arirwealten erl) 1o noitsnitmoo Yis i farn ad yer bindaewl) anT noizess nioe Bno Jeas! s 2k swant daliw n eaw yne
(@onedie busioniuam) O famid aiat Ynhub iest yablind\svssl bagnemuann) 2 a0 - 2800 sofpeE HEznof i
Eorlzsn! Isradan s woed almiznomsh asicraen priwollit oifT 26no) {he2oio sy £1aizigen alls slel gnivins) Uro\bne

(1enl evisevEmixe A o0 21 eifdi Jeil aton szaaln) bersash) ed mgim buhag dew vortea OF & midliv enoiebaez (1L o

egenly ateigm e ians afsl goiving Yo enoiges: @ auly 8t onel ol andslyanilon 1o (eyeh ) snoiesea b~
: Ao leorige Qb iy fe

{Daboe £) sanogds yahlo T (b laoits: 7) enaleses avitluguenin 0 =

aonszis nodioniueny 1o nEEse @AM D Jecy 600 ni NSNBY sane2uls beanodiuenl 10 envlzese )
Anrgaw el e edial  Hasw 18

enoleene § Glymexs m‘i Bisdy [Dodsn 0 2moat Ingwehib nmznalu nuo 2xagw loonae OF o bong el »
oA Srawolio st i betione: ancieeaz & wdtai s bre msT winmu el o susers heenod s o
fmael

it ot MU B algmaxe 03 zdgaw Toredmon 816vo naied (Znolease OF) aameda Yo sysh siniagee @ v
[batiag Aesw lobiioe O s alfliv envizesoo aietayse sl nb 2ystid o Inorse brete o

el act of visafinn e yerls aivarniod agneis OF Janfow Ton 61 @i s beueel Saiad eis peoion yllsray batesqer ILAL
Jbiirta yoq 2edifon gisned © to munrkeem s Jurl o fles seobon yilensg 16Y Mowarmen fesotsa aiT loos axshaorigge feom
Auirlw 2600 AolEgES G110 21358 086 MIOWSmeN Isaciten ol -bohveg wmey-E pallion o v bhewesl sd neo tnewsgisn

BBV €nliliey (el Jneuperdue o) sl il & 1ol S blodesut lenoifen onl! 1 2suiton Yieneq dovue of ealiggs

alcdsy s Badd & W Blodesu ! e mrmmwmmewum azelnl beas al pluore tool werions
mwrﬁwm bohea fatt) alitfiw esation wienag S fitiw ekl nsad yhesils s 2\ o ST bg nRey &

7 DRET jok noitsaund B noinae etm nomsse of




15.The three-year period and applicable escalation of fines begins from the date on which the first penalty notice is
issued. For example, if the first penalty notice is issued on 18th September 2024, charged at £80 if paid within 21 days
and doubling to £160 if paid between days 22 to 28, any second penalty notice issued to that parent in respect of that
child, on or before the 17th September 2027, would be charged at £160, payable within 28 days. Athird penalty notice
could not be issued to that parent in respect of that child within the three-year timeframe and, in cases where the national
threshold is met for a third or subsequent time, alternative action should be considered.

16.For the purposes of the escalation process, penalty notices issued under the provisions set out within paragraph 35
of this Code of Conduct (suspended or excluded pupils) will not be included. The following table sets out how previous
penalty notices for unautharised absence recorded after 19 August 2024, including those not paid and where prosecution
was taken forward and the parent pleaded guilty or was found guilty, will count towards the national framework limit.
Withdrawn penalty notices (see paragraph 18 below) and any penalty notices issued before 19 August 2024 will not
count towards the 2 penalty limit per child, per parent within a rolling 3-year period.

Scenario Counts towards the limit?

Penalty notice issued by any authorised officer and paid | Yes
within 21 days

Penalty notice issued by any authorised officer and paid | Yes
within 28 days

Penalty notice issued by any authorised officer but later | No
withdrawn

Penalty notice issued by any authorised officer. The | No
penalty notice was not paid, and the local authority
prosecuted for the original offence but the Court found
the parent not guilty

Penalty notice issued by any authorised officer. The | Yes
penalty notice was not paid, and the local authority
prosecuted for the original offence and the Court found
the parent guilty

17.A penalty notice may be withdrawn by the local authority under the following circumstances:

+  Where the local authority deems it ought not to have been issued i.e. where it has been issued outside
the terms of the local code of conduct or where the evidence does not support the issuing of a penalty notice;
+ It appears to the local authority that the notice contains material errors;

«  Where it has been issued to the wrong person named as the recipient.

Key considerations prior to the issue of a Penalty Notice for school absence

18.The following considerations will be made before issuing (or requesting that another authorised officer issues) a
penalty notice to ensure consistency of approach:

In cases where support is not appropriate (for example, for holidays in term time), consider on a case-by-case hasis:

* |s a penalty notice the best available tool to improve attendance and change parental behaviour for this particular
family or would one of the other legal interventions be more appropriate?

» |s issuing a penalty notice in this case appropriate after considering any obligations under the Equality Act 20107

« (For local authorities only) Is it in the public interest to issue a penalty notice in this case, given the local authority would
be accepting responsibility for any resulting prosecution, under section 444 Education 1996, for the original offence in
cases of non-payment?

13
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In cases where support is appropriate, consider on a case-by-case basis:

» Has sufficient support already been provided? Sufficient support will usually include (as appropriate on a case-by-case
basis):

«  Communication/s in writing, notifying parent/s of the concerns held in relation to their child’s absence
levels (steps need to be taken to ensure that each “parent” is in receipt of such correspondence). Where
letters are hand-delivered to parents, accurate records of date/time/person to whom letter was delivered
must be available;

«  Opportunities for parent/s to meet with school staff to share/discuss the barrier/s to regular attendance
and identify support strategies which aim to achieve an improvement in attendance;

«  Use of the “Let's Talk: We Miss You" toolkit and the strategies suggested via this toolkit; o Agreed
“attendance contracts” making clear the role of each relevant party in improving the child’s attendance
levels;

*  Referrals to wider support services;

+  Where safeguarding concerns are identified for a pupil/family, appropriate liaison between relevant
agencies including social care, police, health, other educational establishments, etc.

« Is a penalty notice the best available tool to improve attendance and change parental behaviour for
this particular family or would one of the other legal interventions be more appropriate?

« s issuing a penalty notice in this case appropriate after considering any obligations under the Equality
Act 20107

«  (For local authorities only) Is it in the public interest to issue a penalty notice in this case given the
local authority would be responsible for any resulting prosecution, under section 444 Education Act 1996,
for the original offence in cases of hon-payment?

If the answer to the above questions is ‘yes’, then a penalty notice (or a notice to improve - see paragraphs 21 and 22
below) in cases where support is appropriate will usually be issued.

19.In deciding whether the support that has been provided is “sufficient”, Essex County Council will take account of
relevant information held in respect of the pupil and family concerned.

Notice to improve

20.A notice to improve is a final opportunity for a parent to engage in support and improve attendance before a penailty
notice is issued. If the national threshold has heen met and support is appropriate but offers of support have not been
engaged with by the parent or have not previously worked, a notice to improve should usually be sent to give parent/s a
final chance to engage in support. An authorised officer can choose not to use one in any case, including cases where
support is appropriate, but they do not expect a notice to improve would have any impact on a parent’s behaviour (e.g.
because the parent has previously received one for a similar offence).

24.Local arrangements for the use of Notices to Improve across Essex are as follows:

- Schools across Essex may issue a Notice to Improve to any parent whose child’s absence levels have triggered the
national threshold for a penalty notice - i.e. 10 sessions of unauthorised absence in a rolling period of 10 school weeks.
- The Notice to Improve may be used to offer parent/s a final opportunity to engage with support and improve the
attendance levels of the child concerned. Where a parent fails to engage with the offer of support during the Notice to
Improve validity period and/or further unauthorised absences are recorded for the pupil and/or the pupil fails to make
significant improvements in their attendance patterns, a penalty notice may be issued in line with this code of conduct.

- All Notices to Improve issued by Essex schools will have a validity period of 6 school weeks (a maximum of 30 school
days) and will clearly list the attempts which have been made and support which has already been offered to resolve the
absence concerns. Parents should be provided with clear contact details for the staff member/s within the school that
they should contact to access the support that remains available during the Notice to Improve validity period.

- Attendance records will be reviewed on a daily basis throughout the improvement period and, where further
unauthorised absence is recorded, consideration will be given as to whether a penalty notice is to be issued. Schools are
not required to wait until 30 school days have passed hefore considering a penalty notice - decisions will need to be
taken on a casehy-case basis, based on the level of parental/pupil engagement and/or level of attendance improvement
noted.
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- Sufficient improvement during the Notice to Improve validity period may include evidence of no further unauthorised
absences within the improvement period or a sufficient amount of improvement tailored to the specific family

circumstances.
How authorised officers will work together

22.Authorised officers should work together to ensure that penalty notices are used when likely to be effective and change
behaviour.

23.An authorised officer is a headteacher or someone authorised by them (a deputy or assistant head), a local authority
officer or the police (including authorised officers accredited via CSAS). The LA should set out which authorised officers
will issue penalty notices in their area (see paragraph 5 above).

24 Where a penalty notice is to be issued by Essex County Council or where agreement from the local authority is being
sought as to the appropriateness for an authorised officer to issue a penalty notice, paragraphs 26 and 27 below set out
the information that should he made available to the local authority.

25.For penalty notices being requested/considered on the sole basis of 10 sessions of G code (i.e. 5 days, consecutive
or otherwise, of holiday taken during term time over a 10 rolling week period) the local authority, within 10 school days
of the pupil having returned to school, must be in receipt of the following:

+ A copy of the application made by parents relating to the period/s of absence that have been recorded
using a G code; « A copy of the written response sent by the school, advising that the absence would not be
authorised and why the reason/s for absence were not deemed to be exceptional;

+ A copy of the pupil’s registration certificate, clearly showing that the national threshold has been met
and that the appropriate coding has been used to allow for a penalty notice to be issued;

+  Where no application for leave has been submitted by parent/s and the leave was taken without prior
discussion/knowledge of the school (e.g. where a parent has called to report their child as too unwell to
attend school and the pupil is later found to have been absent due to a holiday during term time), the local
authority should be provided with the communications between the school and parent/s, clearly showing
that parents have been made aware of the school’s intention to issue a penalty notice as a result of the
unauthorised absences that have been recorded.

26.For penalty notices being requested/considered on the basis of 10 sessions of unauthorised absence (G, O and/or U
coded - consecutive or otherwise) in a rolling period of 10 school weeks, the local authority must be in receipt of the
following: * Clear details of the “support first” approach which has been taken by schools/partners to identify the reasons
for the pupil’s absence, any barriers impacting the pupil's attendance and all support strategies which have been offered
(whether engaged with by parent/s or not) to remove any such barriers;

+  Copies of all letters/emails sent to the parent/s to advise of the concerns held in relation to their child’s
absence levels; ¢ Copies of all letters/emails sent and/or details of all telephone calls which have been
made to arrange meetings with the parent/s to establish the reasons for absence and identify what support
may be needed to improve attendance patterns and prevent further unauthorised absence;

« A copy of any attendance contract/s which have been agreed with parent/s and whether these have
heen adhered to; * A link to the school’s Attendance Policy which makes clear the escalation process which
may be applied in cases of unresolved irregular school attendance, including the risk of legal action under
this code of conduct/section 444 Education 1996;

« A copy of the Notice to Improve which has been issued, if applicable, to the parent/s (see paragraphs
21 and 22 above); * Where a Notice to Improve has not been issued, schools will be required to share their
reasons why;

Where a Notice to Improve has not been issued, a copy of the letter to parent/s advising them that they are at risk of
receiving a penalty notice, should further unauthorised absence be recorded for their child.

27.When receiving requests to issue a penalty notice or to consider the appropriateness for an authorised officer to issue
a penalty notice, the expectations within paragraphs 26 and 27 above will apply equally. This is to ensure that the local
authority is in a position, on a case-by-case basis, to apply consistent decisions in regards to the appropriateness of
issuing a penalty notice under this Code of Conduct and to ensure that any necessary escalation of fine levels is adhered
to.
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28.Upon receipt of referrals submitted by schools, police or authorised officers, the local authority will carry out all
necessary checks and where the local authority has been asked to issue the penalty notice/s, this will be actioned as
soon as all necessary checks have been made. In cases where an authorised officer is seeking to issue a penaity notice
the local authority will advise, within 5 working days, whether they are in agreement with the penalty notice/s being
issued.

Checks made hy the local authority will include:

«  Whether any previous penalty notices have been issued to the parent in respect of the child/ren
concerned in order to provide clear advice in regards to the fine level which is to be applied.

«  Whether there are any prosecution cases pending in respect of the family to ensure that duplication is
avoided and appropriate escalation of legal response is considered.

«  Whether there is clear evidence of a “support first” approach, in line with the “Working together to
improve schoal attendance” statutory guidance. Where sufficient evidence has not been provided the local
authority, as the independent prosecutor, will not support the issuing of a penalty notice.

29.Whoever is seeking to issue the penalty notice should make a decision as to whether proportionate support has been
provided, and whether that support has worked or not. Where there is dispute, authorised officers are expected to defer
to the local authority’s judgement about whether sufficient support has been provided before issuing a penalty notice.
Payment of Penalty Notice fines

30.Arrangements for payment will be detailed within the Penalty Notice.

«  The first penalty notice issued to the parent for a child will be charged at £80 if paid within 21 days,
rising to £160 If paid between days 22 and 28.

«  Where it is deemed appropriate to issue a second penalty notice to the same parent for the same pupil
within 3 years of the first offence, the second notice is charged at a flat rate of £160 and is payable within
28 days. There is no reduced sum available in this instance.

«  Part payments or payment plans are not acceptable and fines must be paid in full within 2.1 or 28 days,
at the rate specified within the penalty notice.

«  Payment after the deadline may be accepted in exceptional circumstances. In this situation, the higher
amount of £160 is usually payable and must be paid immediately and in full.

«  When paying a penalty notice fine, parents are essentially agreeing to an out of court settlement in
respect of the unauthorised absences to which the notice refers. Payment in full against the penalty notice
discharges the parent’s legal responsibility for the period of unauthorised absence outlined in the Notice and
the parent cannot be subsequently prosecuted for that period.

«  Any revenues collected through the system must be ring-fenced to administer the penalty notice system
and prosecute for the original offence in cases of non-payment. If a surplus remains after the system has
been administered and any non-payers have been prosecuted, this can be spent on the local authority’s
attendance support offer.

31.The local authority will inform the school about whether penalty notices are paid, withdrawn or have proceeded to
prosecution, due to non-payment. A dedicated portal is available within Essex for schools to access such updates and
this will be updated regularly, to ensure that schools have access to the most up-to-date information in relation to the
fines which have been issued to parents of pupils on their school roll.

32.Where pupils move between local authority areas, Essex County Council can be contacted on
crosshorder.penaltynotice@essex.gov.uk to find out if penalty notices have been issued previously, so that appropriate
escalation of fines may be applied in line with the national framework for penalty notices.

33.Penalty notices will be issued to the parents of children registered at Essex schools/academies, irrespective of their
registered home address. This also means that follow-up prosecutions where parents fail to pay their penalty notice fine
or to improve their child’s attendance will extend to families resident outside of Essex. Essex County Council will notify
the ‘home’ local authority of all pupils resident outside of Essex, if a prosecution is undertaken as a result of irregular
attendance at an Essex school.

Penalty Notices will not be issued by Essex County Council to parents whose children are not on the roll of an Essex
school.
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Suspended/Excluded Pupils

34.When a child is suspended/excluded from school, the parent will be responsible for ensuring that their child is not
found in a public place during normal school hours on the first 5 days of each and every fixed period suspension or
permanent exclusion (section 103 Education and Inspections Act 2006).

35.When requesting a penalty notice in respect of a suspended/excluded pupil, schools must be able to evidence that
the following criteria have been met/considered:

e The excluding school must have notified the parent informing them of their duty and warning that a penalty notice
could be issued;

o Where there is more than one person liable for the offence, a separate penalty notice may be issued to each person;

e Where a pupil is present in a public place during the first 5 days of a fixed period suspension, Essex County Council
would issue a penalty notice if the school is in their local authority area;

e Where the child has been permanently excluded, the responsibility for issuing a penalty notice would fall to the local
authority in which the child resides.

36.Penalty notices issued under this Code of Conduct in respect of suspended/excluded pupils, will be charged at £60 if
paid within 21 days, doubling to £120 if paid between days 22 to 28.

37.A maximum number of two suspension/exclusion penalty notices may be issued by Essex County Council to each
parent, for each child, within any rolling 12 month period. Code of Conduct Review Arrangements

38.This code of conduct will next be reviewed in the summer term of the 2025/26 academic year, unless local needs or
changes to the national framework require otherwise.
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