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Introduction

At Alderman Pounder Infant and Nursery School, we believe that education is crucial to provide children
with the best possible life chances and consequently attendance at schoolis paramount to achieve this.
Research shows that there is a clear link between academic achievement and attendance at school. The
DfE reports that “the higher a pupil’s attendance, the more they are likely to learn, and the better they are
to achieve.” If children do not have good attendance, then this dramatically impacts on the quality of their
education and their life chances.

We expect all our children to attend school every day that school is in session as long as they are fit and
healthy enough to do so. We do all we can to encourage the children to attend and to putin place
appropriate procedures to ensure this is the case. Where we have concerns about attendance or
punctuality, we believe in the importance of working in partnership with families to address these,
providing appropriate support to overcome barriers.

The school’s designated attendance champion is Adam Butterworth-Drury (Headteacher), assisted by
Clare Goodyear (Extended Services Manager) whose responsibilities are identified within this policy. They
can be contacted through the school office: office@aldermanpounder.notts.sch.uk or 0115 9252928.

The law

This policy has been written to adhere to the relevant Children Acts, Education Acts, Regulations and
Guidance from the Department for Education in addition to guidance from the Local Authority.

Under Section 7 of the Education Act 1996, the parent is responsible for making sure that their child of
compulsory school age receives efficient full-time education that is suitable to the child’s age, ability, and
aptitude.

The education act states those with day-to-day care can be considered to have parental responsibility
even if they are not a birth parent. Within this policy, the word ‘parent’ is used to represent any adult
covered by this definition.

By law, all children become compulsory school age at the beginning of the first term following their fifth
birthday. Once a child is of compulsory school age children must receive a suitable full-time education.
For most parents, this means registering their child at a school. However, some choose to make other
arrangements to provide a suitable, full-time education.

When a child is registered at a school, parents have the legal responsibility for ensuring their child’s
regular attendance and failure to do so is a criminal offence under Section 444 of the Education Act 1996.

Aims and objectives

This attendance policy ensures that all staff, governors and parents in our school are fully aware of and
clear about the actions necessary to promote good attendance.

As a school, we are committed to:

e Working in partnership with families to overcome barriers to attendance.

e Promoting and modelling high attendance and its benefits.

e Ensuring equality and fairness for all.

e Ensuring all stakeholders have a clear understanding of our tiered approach:
o universal procedures and provision for promoting excellent attendance
o support for families where a child is at risk of persistent absence
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o targeted support for families where attendance is causing concern
Early intervention where attendance may cause concern, including working with other agencies.
Closely monitoring and analysing attendance and absence data to identify pupils and/or groups of
pupils that require more support.

Responsibilities

Allmembers of school staff have a responsibility for identifying trends in attendance and punctuality.

The following includes a more specific list of the kinds of responsibilities which individuals might have.

Attendance Support Team

The office team, Headteacher and our school ELSA will work together to support children and
families at Alderman Pounder with attendance issues

Mrs Butterworth-Drury, Headteacher and Clare Goodyear, Extended Services Manager are the
Attendance Champions and will work to support families to ensure all children are in school
every day.

First day calling, parents meetings and home visits are carried out and all key staff are available
to support and signposting for all families in regards to attendance.

Attendance contracts are created to support families who struggle getting children into school.

School liaise with the Local Authority when required.

Class teacher

Class teachers are responsible for:

Completing the register promptly each morning and afternoon
Quality first teaching to support the motivation for children coming to school
Highlighting to parents attendance concerns and impact on missed learning

Headteacher

The Headteacher is responsible for:

Monitoring the attendance of children whose attendance is causing concern
Working with families to support excellent attendance

Working with outside agencies to provide support for families

Conducting home visits

Administration staff

Administration staff are responsible for:

Completing the daily attendance

Calling parents where children are absent with no communication

Highlighting to the headteacher where there are unknown reasons for absences
Monitoring overall absence and highlighting key families to the headteacher
Sending letters in line with attendance procedures

Parents

Parents/Carers are responsible for:

Ensure their child attends school everyday unless exceptional circumstances
Phoning school before 8:45am if their child will be absent.
Show evidence, if required, of appointments
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e Attend any meetings requested to discuss attendance
e Work with school to improve attendance if required

School procedures

We expect all children to be brought to school on time by an adult who will stay with them until the start
of the school day.

Registration

Each class teacher has the responsibility for marking the attendance register at the beginning of the
morning and afternoon session. A full school day counts as 2 sessions. All attendance is recorded using
Scholar Pack. Attendance registers are legal documents, and these must be kept securely and preserved
in line with the relevant retention schedule.

AM register \ PM register
hool T . A~ s oA
School day Taken Closed \ LELGl Closed
Nursery 8:45-11:45am ) . ) .
12:30 - 3:30pm 8:45am 9:15am 12:30pm 1:00pm
Reception | Soft start from 8:40am . . ) .
8:45am - 3:15pm 8:45am 9:15am 12:45pm 1:15pm
KS1 8:45am - 3:15pm 8:45am 9:15am 1:00pm 1:30pm

Nursery

Morning session
We ask that all children in Reception and KS1 are dropped off first, before any siblings in nursery.

Children in Nursery come into school through their external classroom door where the Nursery team will
greet them from 8:45am. Once all children waiting in the line have been welcomed, the register is taken.
Children will be marked as late if they arrive after the door has been shut.

The morning register is closed by the office at 9:15am.

Children will be marked with an unauthorised absence if they arrive after 9:15am.
The morning nursery session finishes at 11:45am.

Afternoon session

Children arriving for the afternoon Nursery come into school through their external classroom door where
the Nursery team will greet them at 12:30pm. Once all children waiting in the line have been welcomed,
the register is taken. Children will be marked as late if they arrive after the door has been closed.

The afternoon register is closed by the office at 1:00pm.
Children will be marked with an unauthorised absence if they arrive after 1:00pm.
The afternoon nursery session finishes at 3:30pm.

Reception

Children in Reception have a soft start between 8:40 and 8:45am to allow families time to drop them off
at the external classroom doors first, before any siblings in Key Stage 1 or Nursery.

The doors will shut at 8:45am and registers will be taken. Children will be marked as late if they arrive
after the doors shut 8:45am.
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Registers are closed by the office at 9:15am. Children will be marked with an unauthorised absence if
they arrive after 9:15am.

Registers will be taken again in the afternoon at 12:45pm.
School finishes at 3:15pm.

Key Stage 1

At 8:43am, a whistle is blown on the KS1 playground to ask all children to begin lining up ready to enter
school. At 8:44am, a second whistle is blow to ask families to depart from the playground and for classes
to begin entering the school.

At 8:45am, once the last class has entered, the doors will shut and registers will be taken. Children will be
marked as late if they arrive after the doors shut 8:45am.

Registers are closed by the office at 9:15am. Children will be marked with an unauthorised absence if
they arrive after 9:15am.

Registers will be taken again in the afternoon at 1:00pm.

School finishes at 3:15pm.

Absence

If their child will be absent from school, parents must phone the school office (0115 9252928) before
8:45am giving reasons for their child’s absence.

Where a child is absent from school and we have not received any contact from their parent, then we
initiate our first-day contact process. The office team check all the registers each morning to identify
those pupils who are absent without explanation and, as a safeguarding requirement, contact the parent
of these children.

First-day contact

The school will follow up any unexplained absences to find out the reason, ensure proper safeguarding
action is taken where necessary, identify whether the absence is approved or not and identify the correct
attendance code to use.

Unexplained absences will be followed up from day 1 using the following process:

1. Ifnoreason has been provided by 9:15am on the first day of absence, a text message will be sent:
“Pupil_name has not been brought to school today. Please call the schoolimmediately on
01159252928 to update us. Thank you.”

2. Ifnoreason has been provided by 10:00am, the office will make a phone call to the parent of the
pupil. If we cannot contact the parent, we will begin to call all available contacts for the pupil.

3. Ifno contact has been received by 10:30am through calling the parent and all other available
contacts, a second text message will be sent out.

“We have tried unsuccessfully today to contact you regarding Pupil_name’s absence. If we do not
hear from you before 11:00am, we will conduct a safe and well home visit. Thank you”

4. |If contact has still not been received by 11:00am, the office will inform all Designated
Safeguarding Leads (DSLs) and the Senior Leadership Team (SLT). A home visit will be carried out.

5. Ifthereis no answer during the home visit, a home visit letter (Appendix 1) will be left requesting
urgent contact.

If the child has a social worker, they will be informed that the child has not been in school and that
they have not been seen when a home visit was carried out.
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If contact is not made by the end of the day, social services may be contacted for advice and to
request a safe and wellbeing check. The police may also be contacted if required. Advice from
other agencies will be followed.

School will do all it can to contact the child each day and continue to follow professional advice. By day
10 of no contact, school will contact CME (Children Missing Education).

Authorised absence

An absence is classified as authorised when a child has been away from school for a legitimate
unavoidable reason and the school has received notification from a parent or carer. For example, if a
child has been unwell and the parent telephones the school to explain the absence.

Only the Headteacher can decide on whether an absence is authorised or not. Sometimes, even if
absence is supported by parent, an absence will be unauthorised.

Known absences over one day (e.g. illness)

We ask that for absences beyond one day, the parent phone the school regularly to provide an update on
their child’s condition.

If a child is off for 5 days and no medical evidence has been provided, the school will look to conduct a
home visit to check on the wellbeing of the child and to see if there is anything the school can support
with. Medical evidence can take the form of an appointment card or prescription — it does not need to be
a medical certificate or doctor’s letter.

If the child is not seen during a home visit, the Headteacher, DSLs and/or SLT will undertake a dynamic
risk assessment to decide on the level of concern. School may contact social services or the police to
request a safe and wellbeing check. Advice from other agencies will be followed.

Medical appointments during school time

Every effort should be made to arrange medical appointments outside school hours. Appointments like
dentists and eye appointments can generally be made outside of school hours. If itis necessary for a
child to be out of school for appointments, the child should be returned to school directly after the
appointment. For all appointments, a letter/appointment card or official appointment text should be
provided to the school office prior to or straight after the appointment to ensure this can be marked as a
medical absence.

Religious observance

Absence from school may be authorised for religious observance where the day is exclusively set apart
for religious observance by the religious body to which the child/child’s parent belongs. If necessary, the
school will seek advice from the parents’ religious body to confirm whether the day is set apart.

Unauthorised absence

An absence is classified as unauthorised when a child is away from school without the permission of the
school even if the absence is supported by the parent.

Absence from schoolis likely to be recorded as an unauthorised absence when:

e thereis no parental explanation.
e the schoolis not satisfied with the explanation for an absence.
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In either of these situations, parents could face a penalty notice or prosecution. The Law states that for
your child to be considered to be attending school regularly, they must be at school every day they are
required to be there by the Head Teacher. This was confirmed in a Supreme Court ruling in 2017.

Applications for Leave of Absence in Term Time

In September 2013 the government introduced new regulations making it clear that headteachers are no
longer permitted to give approval for any leave of absence during term time, including holidays, unless
there are exceptional circumstances. Children should not be taken out of school during term time unless
itis unavoidable.

Any requests for term time leave should be made on a Withdrawal from Learning form (Appendix 2)
available from the school office and handed in at least 4 school weeks before the first date of the
requested absence whenever possible. You must have received written authorisation before your child
can be absent from school. Itis at the discretion of the headteacher to determine how many days your
child can be away from school if leave is granted.

Parents may be issued with a penalty notice fine or prosecution should leave of 5 days (10 sessions) or
more be taken which is not authorised by the Headteacher, or where repeated incidents of leave in term
time for less than 5 days occur, or where the unauthorised absence contributes to wider poor attendance
that meets the legal threshold.

Long term absence

Where children have an illness that means they will be away from school for over five days, the school will
do all it can to send material home if parents request it and school agree that it is appropriate.

Parents should inform school staff of any such absence and the school will support them as much as
possible.

If the absence is likely to continue for an extended period, or be a repetitive absence, the school may
contact the targeted support services where appropriate.

Lateness

We ask all parents to ensure their child arrives for the start of the school day so they can go into school
with their class and start the day in a positive way. Coming in late can be distressing for children and
disrupts their learning and the learning of others. Children who are persistently late after close of register
soon fall behind with their learning.

For safeguarding reasons, any child arriving after 8:45am needs to enter school via the main entrance
doors and must be signed in by an adult, using the ‘Late arrival at school’ form (Appendix 3). This is
documented on the electronic register for each pupil (Attendance code L).

Any child who arrives after our registers have closed will be marked as attendance code U. Thisis an
unauthorised absence for the whole session and will affect your child’s overall attendance percentage
and can be used to calculate absence thresholds for legal decision making.

Lateness is monitored by the class teachers and the attendance team. When a child is identified as
persistently late, a member of the attendance team will phone the parent to discuss the impact of this
and to help identify any barriers and possible support. If lateness continues, a letter explaining the
implications of poor punctuality and what can be done to improve the situation will be sent to the parent.

If punctuality significantly improves following intervention, a text message is sent to the parent.
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“We've noticed Pupil_name arriving on time more often. It's great to see, and it will really help with his/her
learning. Thanks for your support!”

If a child arrives late to school every day, their learning begins to suffer as they will miss the main input of
lessons. Below is a graph showing how being late to school every day over a school year adds up to lost
learning time.

10 Days
Lost

5 Minutes 10 Minutes 15 Minutes 20 Minutes 30 Minutes
Late Late Late Late Late

Persistent lateness

Where a pupilis persistently late for 10 separate instances over a period of ten school weeks, and where
these are signified as attendance code U in the attendance register, the school can make a request to the
Local Authority for legal action.

Children Missing in Education

In order to safeguard children who may be at risk of missing education it is important for all staff in school
to take swift action. This includes the need to liaise with the relevant colleagues in safeguarding /
education within Nottinghamshire County Council (NCC) for pupils who are to be removed from the
admission register, and include circumstances where the pupil:

e Has beentaken out of school by their parents and the school has received written notification
from the parent they are being educated outside the school system e.g. elective home education
—this will be communicated with the elective home education team.

e Does not arrive at the school as part of an admission process and we are not aware of their
whereabouts.

e Has ceased to attend school and no longer lives within reasonable distance of the school and has
been discussed with the children missing officer (CMO) as they have not been registered at a new
school.

In these instances, the NCC Children at Risk of Missing Education flowchart (Appendix 4) will be followed.

Changing Schools
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If a parent decides to send their child to a different school, they must inform the headteacher as soon as
possible. A pupil will not be removed from the school roll until the following information has been
received and investigated:

e The date the pupil will be leaving the school and starting the next.
e The address of the new school.
e Anew home address if appropriate.

The pupil's school records will then be sent to the new school within 5 working days.

In the event that the school has not been informed of the above information, the family will be referred to
the local authority.

Attendance monitoring and support

Itis important for children to establish good attendance habits early on in their school career. Itis the
responsibility of the Headteacher and the governors to support good attendance and to identify and
address attendance concerns promptly. We rely upon parents to ensure their child attends school
regularly and punctually and therefore where there are concerns regarding attendance parents are always
informed.

The school sets aspirational attendance targets each year. These targets are agreed by the SLT and the
Governing Body. The Headteacher will report on attendance percentages in the termly report to the
Governing Body.

We have robust attendance monitoring and escalation procedures which are help to identify emerging
attendance concerns promptly.

Universal offer

The individual needs and vulnerabilities of all our children is of great importance to us and taken into
consideration when monitoring attendance and offering support.

To help maintain excellent attendance for all children:

e We deliver assemblies which celebrate good attendance and highlight its importance

e We develop positive home-school relationships

e QOur Senior Leadership Team are available at the start of the day to welcome children and answer
any questions

e We use arelational approach to promote and encourage positive behaviours

e Ourfirst day absence procedure (if no reason is provided) includes a home visit to ensure we
know all children are safe

e We send letters and messages home celebrating excellent and/or improved attendance

e All parents must sign their child in if arriving late so this can be monitored closely

e Eachweek, our office team identify children whose attendance has fallen below 95%.

e Our office team challenge absences with professional curiosity at the point of absence
notification if patterns of absence are identified.

e Children who have shown a significantimprovement in their attendance are given improved
attendance certificates to take home to ensure the importance of good attendance is positively
reinforced.

For all children who are in receipt of Pupil Premium funding:

e Our attendance team monitor attendance weekly for all children eligible for pupil premium.
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Feedback from this monitoring is passed onto to our Pupil Premium lead and any actions required
are planned.

Working with members of SLT, the pupil premium lead and family support worker, we seek to
proactively engage with pupils who have poor attendance.

Tailored supportis given to families and children who need help to create good attendance habits.

Targeted support where a child is at risk of becoming persistently absent:

When a child’s attendance drops below 93% and they are at risk of becoming persistently absent:

Our attendance team meets weekly to monitor pupils who have fallen below 93%.

An early intervention wellbeing phone call is made by the attendance team to identify possible
barriers to attendance (push and pull factors) and offer strategies and support to overcome these.
We consider interventions including the ATTEND framework.

We inform parent that their child’s attendance has fallen below that of their peers and the impact
that poor attendance can have.

If attendance does not improve, we send a letter to tell the parent we are concerned about their
child’s attendance and offer support (Appendix 5).

We ensure that the parent is aware of the action that will be taken if their child’s attendance falls
below 90%.

Specialist support where a child has become persistently absent:

When a child has become persistently absent with attendance below 90%:

Our attendance team meets weekly to monitor pupils who have fallen below 90% and identify
actions which may include sending Letter 1 to notify the parent of our concern

When a pupil falls below 90%, a further wellbeing call is made to the parent by our attendance
team to inform them of their child’s attendance and offer support to improve the pupil’s
attendance.

We consider interventions including the ATTEND framework.

Our attendance team hold weekly check-ins with the Pastoral Team (including Pastoral Lead and
SENDCO) to triangulate information to identify possible actions.

If there is no improvement in the pupil’s attendance over the next 5 days, this will trigger a letter
(Appendix 6) to parents offering them a face-to-face meeting to discuss their child’s attendance.
If there is no improvement, and parent does not arrange a meeting to discuss possible support
from the school with the child’s attendance, a further letter will be sent informing them of a given
time and date for a face-to-face meeting (Appendix 7).

During the meeting, support that can be offered to the child and family will be discussed and an
attendance contract will be written and agreed (Appendix 8).

If parents/carers fail to attend the meeting, and there is no further improvement in attendance, a
fixed penalty notice warning letter (Appendix 9) will be sent informing them that their child’s
attendance will be monitored over the next 6 weeks and that if their child is absent for 3 or more
days, afixed penalty notice letter (Appendix 10) will be sent.

If their child is absent for 5 or more days, a fixed penalty notice letter (Appendix 11) will be sent,
informing them that a request has been made to the local authority to issue a fixed penalty notice.
The attendance team will make regular contact via phone and text to continue to offer
help/support and to keep communications open.

National framework for penalty notices
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The new national threshold for consideration of legal action 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. This can be met with any combination of unauthorised absence, including lates after close of
register (Attendance code U) and unauthorised holiday in term time (Attendance code G).

If your child’s absence falls into this category the school will decide if further offers of supportis likely to
improve the situation or if a request for legal action should be submitted to the Local Authority.

e First Offence - The first time a Penalty Notice is issued for Term Time Leave or Irregular
Attendance the amount will be: £160 per parent, per child paid within 28 days. Reduced to £80
per parent, per child if paid within 21 days.

e Second Offence (within 3 years) - The second time a Penalty Notice is issued for Term Time Leave
or Irregular Attendance the amount will be: £160 per parent, per child paid within 28 days.

e Third Offence and Any Further Offences (within 3 years) - The third time an offence is committed
for Term Time Leave or Irregular Attendance a Penalty Notice will not be issued, and the case will
be presented straight to the Magistrates’ Court. If a case is prosecuted at court, it carries the
possibility of a fine up to £2,500 and/or 3 months imprisonment. Community orders including
parenting orders may also be issued.

Parents who decide not to pay a fine and contest the matter in court should seek legal advice before
doing so.

Page | 11



Appendix 1: First-day contact templates

Text message 1:

[[student_pref_firstname]] has not been brought to school today. Please call the school immediately on
01159252928 to update us. Thank you.

Text message 2:

We've tried unsuccessfully today to contact you regarding [[student_pref_firstname]]’s absence. If we
don't hear from you by 11:00am, we will conduct a home visit. Thank you.

Home visit letter:

##Parent’s name##
##Address line 1##
##Address line 2##

##Postcode##

##Date of visit##

Dear ##Parent’s name##,
RE: Absence from school without reason

We attempted a home visit today as ##Child’s name## is not in school today and we have not received
contact from you with a reason for this. Please contact the school immediately on 0115 9252928 to let us
know the reason for their absence.

If we do not hear from you by the end of the day, we may contact social services or the police to request
they carry our a safe and wellbeing check.

Yours sincerely,
##Name##

##Job role##
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Appendix 2: Withdrawal from Learning form ?\;‘;‘.":"f‘
Application for Withdrawal from Learning AV

%{@/Vursa(\,\%e?

Under Section 7 of the Education Act 1996, the parent is responsible for making sure that their child of
compulsory school age receives efficient full-time education that is suitable to the child’s age, ability, and
aptitude. The education act states those with day-to-day care can be considered to have parental
responsibility even if they are not a birth parent. Within this form, the word ‘parent’ is used to represent
any adult covered by this definition.

The Application for Withdrawal from Learning should be returned to the school office at least 4 weeks
before any proposed absence in order to allow sufficient time for it to be processed. Please ensure that
both sides of this form are completed fully, including additional sheets where necessary (e.g. additional
children or additional adults have day-to-day care of your children).

Please note that from September 2013 the school cannot legally authorise any time off school unlessiitis
for an exceptional reason. The school will not authorise any holidays. Should you choose to take your
child(ren) out of school in term time it will not be authorised unless the school agrees the reason to be
exceptional. We advise that no bookings are placed until the request is confirmed as authorised.

Evidence is typically required to meet the definition of exceptional circumstances. Please supply any
evidence with the form if you think your absence meets any of the exceptional circumstances criteria.

A copy of our attendance and punctuality policy is available at
https://www.aldermanpounder.notts.sch.uk/policies/ or from the school office.

Child(s)’ details
Pupil 1’s name (in full): Class: Date of birth:

Address (inc postcode):

Pupil 2’s name (in full): Class: Date of birth:

Address (inc postcode):

Pupil 3’s name (in full): Class: Date of birth:

Address (inc postcode):

Pupil 4’s name (in full): Class: Date of birth:

Address (inc postcode):

Pupil 5’s name (in full): Class: Date of birth:

Address (inc postcode):

OFFICE USE:
Date received: Entered onto ScholarPack: Attendance code(s):
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Parent’s details

Parent 1’s legal name (inc. title):

Date of birth:

Address (inc postcode):

Phone number(s):

Email:

Relationship to pupil:

Signed:

Parent 2’s legal name (inc. title):

Date of birth:

Address (inc postcode):

Phone number(s):

Email:

Relationship to pupil:

Signed:

I/We make application for my/our child(ren) named overleaf to have leave from school for the reasons
stated below. | understand that if this is not agreed then any absence will be treated as unauthorised and
may lead to the issue of a Penalty Notice or Prosecution by the Local Authority.

Details of requested leave

Exceptional reason for request:

First day of leave:

Last day of leave:

Date of return to school:

Destination:

Total number of school
days missed:

Adult(s) accompanying pupil:

The new national threshold for consideration of legal action is 10 sessions of unauthorised absence in a
rolling period of 10 school weeks. A schoolweek means any week in which there is at least one school
session. This can be met with any combination of unauthorised absence, including lates after close of
register (Attendance code U) and unauthorised holiday in term time (Attendance code G). If your child’s
absence falls into this category the school will decide if further offers of supportis likely to improve the
situation or if a request for legal action should be submitted to the Local Authority.

e First Offence - £160 per parent, per child paid within 28 days. Reduced to £80 per parent, per

child if paid within 21 days.

e Second Offence (within 3 years) - £160 per parent, per child paid within 28 days.
e Third Offence and Any Further Offences (within 3 years) — A Penalty Notice will not be issued, and
the case will be presented straight to the Magistrates’ Court. If a case is prosecuted at court, it
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carries the possibility of a fine up to £2,500 and/or 3 months imprisonment. Community orders
including parenting orders may also be issued.
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Appendix 3: Late arrival at school form

FLLE=y °
STy . .
‘S Late arrlval at SChOOlDate: / / Time of arrival: _
) '.?
% ! & Arrival after 9:00am is recorded as ‘arrived in school after registration closed’ which is counted as an absence.
fore™
Year group: Class:
Child’s first name: Child’s last name:
Adult’s first name: Adult’s last name:
Reason for lateness: Please note: We do not accept general statements including ‘running late’.

Signed:

Packed lunch: I:I School meal: I:I

School meals cannot be requested after 10:15am. Any child arriving after 10:15am must be provided with a packed lunch unless a meal has been
requested in advance.
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Appendix 4: NCC Children at Risk of Missing Education flowchart

GUIDANCE FOR HEAD TEACHERS AND BUSINESS MANAGERS WHERE CHILDREN ARE AT RISK OF MISSING EDUCATION

Child / young person is on roll
but not attending

Child moving out
of county

Family indicate they are
moving abroad

School Allocations
intake or in-year admissions rounds

School/Academy to attempt to make contact with
parent/carers no later than day 3, best practice day 1.
Follow your internal school attendance procedures.

Days 0-10, School/Academy should continue to make
efforts to engage the family; recording their contact:
telephone conversations, texts, e-mails, letters, home
visits. Liaising with professionals who may be involved.
School/Academy should consider what action to take if
attendance is 10% unauthorised.

Request from the family their
new address and details of
new School/Academy.

If obtained please share with:

admissions.ed@nottscc.gov.uk

v

Whereabouts confirmed
to be known but not
attending education or
engaging with
School/Academy.

Whereabouts unknown
evidencing reasonable
efforts to locate/make
contact with the family.

Hopefully the new school will
make contact with you, if not,
make contact with them to
confirm on roll.

School must request and record
details of the new family address
and school. You can’t remove
from roll without this.

If obtained please share with:

admissions.ed@nottscc.gov.uk

http://www.languageshop.org/
(translation support)

v

v

v

v

Child and family meet the
threshold for Early Help
through the Family
Service (level 3 Pathway
to Provision). Make a
referral to the Early Help
Unit via an EHAF
evidencing the actions you
have taken.

Absence meets the
threshold for enforcement
action as outlined in the
Nottinghamshire Code of
Conduct, make a referral
to the Early Help Unit via
an EHAF

Child stays on roll.

Referral is made to:
Children Missing Officer
(CMO)

No later than day 10 when
there is no explanation for
absence and above
checks have been
completed.

Details of how to refer are
on page 2, please clearly
state any safeguarding
concerns you may have.

DO NOT remove from
your roll until CMO has
completed initial checks
and confirmed that they

can be removed.

Parent/Carers indicate they wish to
Home Educate (EHE)

If without a new school within
10 days, a referral should be
made to:

Children Missing Officer
(CMO)
providing the families new
address, contact details and a
summary of efforts made by
school to engage the family.

If school does not receive the
above a referral should be
made to:

Children Missing Officer
(CMO)

Looked After Children
(LAC)

Child is of statutory
school age but not
applied or on roll of a
School/Academy

If a LAC is moving placement
and no longer attending,
school should liaise with the
Virtual School and the child’s
Social Worker. DO NOT
remove from roll.

Direct referral to:

Children Missing Education
(CMO)

Providing child’s name / DOB /
address and details of parent /
carers.

Independent /
Residential Schools

If allocated and there is not an
acceptance/agreed start date best
practice is for school to make attempts
to engage (telephone, text, e-mail,
welcome letter, home visit (where
appropriate).

If a child/young person has been
allocated a place at your
school/academy and they do not arrive
you must inform the CMO within 10
days evidencing efforts to engage.

If an application to transfer school during
the year (outside of the normal intake
process), the leaving school should keep
them on roll until it has been confirmed
by the new school that they have arrived
and have been taken on roll.

Places must be taken up by the start of
the next half term after the place has
been allocated. For places allocated in
the summer term 2018, the place must
be taken up before the end of the
summer term.

For children admitted through first admissions
round please refer to your summer born guidance.

A child should be placed on roll at the
point of acceptance by parent or arriving
on the first day.

The same procedures should
be followed as those in
School’s / Academies

Gypsy/Roma/Traveller

Child permanently
excluded

Request must be made in writing, following a
conversation between school and parent/carer’s, with a
copy of the letter placed in the pupil file and a copy of
the letter forwarded securely to EHE.

LA to be notified on the day of
exclusion via e-mail.

v

School/Academy to return the EHE 1A and 1B forms
to the EHE Administrator.

The LA will respond and
continue to work with you
through the process.

Remove the learner from your roll. DO NOT remove
from your roll if statemented without confirmation from
the LA. School file to be sent to EHE at County Hall via

secure mail.

Child not in full receipt of education (25hrs)

DO NOT remove from your roll
until advised.

If a Traveller family indicate
they are to travel for work
purposes School/Academy
should request details of
where they will be travelling
and when they aim to return.

If they do not return within 4
weeks of the expected return
date please follow
attendance procedures.

If allocated children do not
arrive PLEASE FOLLOW UP,
DO NOT ASSUME they will
have gone elsewhere or
remained at their previous
School/Academy!!

Own admission authorities
must inform the admissions team of any
enquiry/application and

outcome. This helps identify any
vulnerable child requiring a place and
avoids a child being out of education for
an undue length of time. All academies
must notify the local authority via
admissions.ed@nottscc.gov.uk within
five days of adding a pupil’s name to
the admission register.

scrutinised.

Information should be shared with the Fair Access
Team. Levels of provision will be closely monitored and

Truancy — School/Academy to inform parent/carers that their I

child/young person is not in school. School/Academy risk assess
before considering a Police response. (prior checks to be
completed and evidenced upon calling the police, unless
immediate risk evident). Please be mindful of missing and hidden
missing where young people’s whereabouts are not known to
parent/carers. This can be discussed with the CMO.

Family indicate they are
returning home for family,
cultural or health reasons

http://www.nottinghamshire.gov.uk/care/childrens-social-care/nottinghamshire-childrens-trust/pathway-to-provision (P2P)

http://www.nottinghamshire.gov.ul

ia/109754/factsheet-

born-final-2.pdf (Summer Born)

https://www.gov.uk/government/uploads/system/uploads/attachment data/file/550416/Children Missing Education -

SAFEGUARDING - Every child should be accounted for, their whereabouts should be known or a referral made to the appropriate
service. Please be mindful that the MASH is for level 4 safeguarding concerns with children believed to be at risk of or actual harm.
The Early Help Unit will support with early intervention/attendance. It is important that concerns are risk assessed by school. All referrals
should indicate the level of concern and previous actions taken. A referral made to the correct service will help for support to be in place
in a timely fashion. If unsure please seek guidance prior to referring.

Useful links: http:/www.nottinghamshire.gov.uk/schoolsportal/local-authority/attendance (Nottinghamshire Schools Portal)

statutory _guidance.pdf (CME)

http://www.nottinghamshire.gov.uk/care/childrens-social-care/nottinghamshire-childrens-trust/pathway-to-provision/early-help-assessment-form

(EHAF

GUIDANCE FOR REMOVING A CHILD FROM THE SCHOOL ROLL

School/Academy need to consider
the circumstances of the absence
in deciding which code to use.
Parents should provide school with
a return date.

If the family do not return on this
date attendance procedures
should be followed.

Health Related Education

If a child has been out of school for
15 days or more due to illness

please liaise with the School Nurse
and then a referral can be made to:

Health Related Education Team

(please contact the Health Related
Education Team to discuss a
request for their involvement)

PLEASE DO NOT REMOVE A CHILD FROM YOUR ROLL UNLESS YOU HAVE RECORDED AND SHARED THE FOLLOWING WITH THE LA:
the full name of the pupil,
the full name and address of any parent with whom the pupil normally resides,

at least one telephone number of the parent,
the pupil’s future address and destination school, if applicable, and

the ground in regqulation 8 under which the pupil’s name is to be removed from the admission register (see Annex A). This will need to be clearly
recorded when updating your systems as you will need to inform the LA.

All other deletions breach statutory quidance
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Appendix 5: Letter 1 - At risk of becoming persistently absent

##Parent’s name##
##Address line 1##
##Address line 2##

##Postcode##

##Date of visit##

Dear ##Parent’s name##,
School attendance concern

Your child ##Child’s name##’s attendance is a cause of concern at ##%. | am writing to bring this to your
attention in order that we might work together to improve this. | enclose their attendance certificate for
your information. | am proposing a school meeting/ home visit/telephone discussion (delete as
appropriate) to further discuss ways we can support your child.

| know that you want your child to have the best possible attendance at school to support them in
achieving the best possible outcomes. If you have any questions or queries or want to talk in person
about this then please ring the office.

Should our joint efforts to improve attendance be unsuccessful the school may decide to refer for
enforcement action.

Yours sincerely,

Adam Butterworth-Drury

Headteacher
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Appendix 6: Letter 2 — Persistently absent

##Parent’s name##
##Address line 1##
##Address line 2##

##Postcode##

##Date of visit##

Dear ##Parent’s name##,
Serious school attendance concern

At Alderman Pounder Infant and Nursery School, we are committed to our aim of raising educational
standards. A key factor influencing our achievement of this aim is ensuring that all children attend school
regularly and | am sure you will agree that poor attendance has a detrimental effect on academic
achievement.

I am writing to let you know that ##Child’s name##’s attendance is currently ##% (which is the same as
## days absence so far this school year). Any child whose attendance falls below 90% is classed as
persistently absent from school. This is a National standard.

As your child’s attendance has fallen below 90%, any further time off school due to illness may not be
authorised without medical evidence. This means that if they are unwell, you must get medical evidence
of this or it may be marked as unauthorised. Medical evidence does not need to be a letter from the
doctor - an appointment card or relevant prescription which is dated during the time of absence may be
sufficient.

Further action may be appropriate if absence continues but at this stage we wanted to make you aware of
the situation and to work with you wherever possible to increase the time spent in school. If you would
like to meet to discuss this further either Adam Butterworth-Drury or Clare Goodyear are available to talk
to.

Yours sincerely,

Adam Butterworth-Drury

Headteacher
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Appendix 7: Letter 3 — Persistently absent (no improvement)

##Parent’s name##
##Address line 1##
##Address line 2##

##Postcode##

##Date of visit##

Dear ##Parent’s name##,
Serious school attendance concern requiring improvement

Unfortunately, following our previous communication and letter on ##.##.##, there has not been a
significant improvement in your child’s attendance.

I would like to invite you to a meeting in school on ##.##.## at ##.##.## with Adam Butterworth-Drury and
Clare Goodyear. You are welcome to bring a trusted friend or relative with you for support. Similarly, if
there are any adaptations that you would like us to consider to help you to better access this meeting,
please let us know these by ##.##.##.

The meeting will cover:

e Attendance rates and expectations

e Reasons and explanations for absences

e Opportunities to identify and offer support to improve attendance
e Create an action plan (attendance contract)

In the unlikely event that you choose not to attend, the meeting will still be held to discuss your child’s
attendance.

We would like to discuss any support that can be offered to help improve your child’s attendance which is
currently at #% (which is the same as ## days absence so far this school year).

We would like to remind you that any further time off school due to illness will not be authorised without
medical evidence and that attendance below 90% can result in a request to the Local Authority for formal
action to be taken.

If an absence is not authorised by the school, the pupil’s attendance is deemed to be irregular. Under
section 444 of the Education Act 1996, if a child of compulsory school age, who is a registered pupil ata
school, fails to attend regularly, his/her parent/carer(s) are guilty of an offence. Please also note that if
you have more than one child, each child’s irregular attendance is dealt with as a separate matter, per
parent.

The Local Authority may take formal action against you for failure to comply with the law. Penalty notices
are issued as an alternative to prosecution, but may not be issued if prosecution is considered to be a
more appropriate response to the attendance issues.

Therefore your child’s irregular attendance could result in one of the following actions:
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e First Offence - The first time a Penalty Notice is issued for Term Time Leave or Irregular
Attendance the amount will be: £160 per parent, per child paid within 28 days. Reduced to £80
per parent, per child if paid within 21 days.

e Second Offence (within 3 years) - The second time a Penalty Notice is issued for Term Time Leave
or Irregular Attendance the amount will be: £160 per parent, per child paid within 28 days.

e Third Offence and Any Further Offences (within 3 years) - The third time an offence is committed
for Term Time Leave or Irregular Attendance a Penalty Notice will not be issued, and the case will
be presented straight to the Magistrates’ Court. If a case is prosecuted at court, it carries the
possibility of a fine up to £2,500 and/or 3 months imprisonment. Community orders including
parenting orders may also be issued.

Your child’s attendance will continue to be monitored and no further action will be taken if their
attendance increases to above the Persistent Absence threshold of 90%.

Yours sincerely,

Adam Butterworth-Drury

Headteacher
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Appendix 8: Example attendance contract

Date/time of meeting:
Venue:

Pupil name:
Date of birth:
Address:

School:

Present at meeting:

What is the pupil’s current absent rate/Pattern:

Please describe the reasons for the pupil’s absences, (any
barriers to attendance, support needs)

Action agreed for School

EXAMPLES OF ACTION AGREED:
» School will alter pupil’s timetable on a temporary basis,
» School will refer pupil to MHST.

Action agreed for Parent/Carer

EXAMPLES OF ACTION AGREED:
» Parent will inform the school on the first day of a sickness
absence and provide a note upon pupil’s return.
» Parent will provide medical evidence for every sickness
absence pupil may incur.

Action agreed for Pupil
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EXAMPLES OF ACTION AGREED:
* Pupil will arrive at school by 8.30 a.m. every day Are any

issues preventing pupil from attending regularly, school staff
will be informed?

Attendance target: 100%

Timescale for improvement:

Date for review meeting:

| confirm that this Attendance Action Plan was agreed by all present.

Signed:

................................................... School Representative

................................................... Other Agency
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Appendix : Attendance codes

Code ‘
/

Description
Present (AM)

Meaning

Present

Present (PM)

Present

Late arrival before the register closed

Present

\
L
B

Attending any other approved educational activity
The pupilis attending a place for an approved educational activity
that is not a sporting activity or work experience.

Approved Education Activity

Attending education provision arranged by the local authority
The pupilis attending a place, other than the school or any other
school at which they are a registered pupil, for educational
provision arranged by a local authority under section 19(1) of the
Education Act 1996 (exceptional provision of education), section
42(2), or 61(1) of the Children and Families Act 2014 (special
educational provision off site). A pupil attending provision
arranged by the school rather than the local authority must be
recorded using Codes P or B instead.

Approved Education Activity

Participating in a sporting activity

Approved Education Activity

Attending an educational visit or trip

Approved Education Activity

Attending work experience

Approved Education Activity

o|S|<|T

Leave of absence for exceptional circumstances

A leave of absence in term time should only be agree in
Exceptional circumstances.

Generally, a need or desire for a holiday or other absence for the
purpose of leisure and recreation would not constitute an
exceptional circumstance.

Authorised absence

C1

Leave of absence for the purpose of participating in a regulated
performance or undertaking regulated employment abroad.

Authorised absence

C2

Leave of absence for a compulsory school age pupil subjectto a
part-time timetable

In very exceptional circumstances, where it is in a pupil’s best
interests, schools can temporarily reduce the timetable of a pupil
of compulsory school age to parttime, if the school and a parent
who the pupil normally lives with have agreed that, exceptionally,
the pupil should temporarily be educated only part-time and have
agreed the times and dates when the pupil will, during the period
of temporary parttime education, be expected to attend the
school.

Authorised absence

Suspended or permanently excluded and no alternative provision
made

Authorised absence

Illness — Physical and Mental (not medical or dental appointment)
Schools are not expected to routinely request that parents provide
medical evidence to supportillness absences. Where the school
has genuine and reasonable doubt about the authenticity of the
illness, medical evidence should be requested to support the
absence.

Authorised absence

iy

Leave of absence for the purpose of attending an interview for
employment or for admission to another educational institution

Authorised absence

Leave of absence for the purpose of attending a medical or dental
appointment.

Authorised absence
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If a pupil is present at registration but then leaves the school to
attend a medical or dental appointment during the session in
question, no absence needs be recorded for that session.

Q Unable to attend the school because of a lack of access Authorised absence
arrangements
R Religious observance Authorised absence
The pupil is absent on a day that is exclusively set apart for
religious observance by the religious body the parent(s) belong to
(not the parents themselves).
As a general rule, ‘a day exclusively set apart for religious
observance’is a day
when the pupil’s parents would be expected by the religious body
to which they belong to stay away from their employment in order
to record the occasion.
S Leave of absence for the purpose of studying for a public Authorised absence
examination
T Parent travelling for occupational purposes. Authorised absence
The pupilis a mobile child (no fixed abode) and their parent(s) is
travelling in the course of their trade or business and the pupil is
travelling with them.
If there is genuine and reasonable doubt over the reason given,
the school may ask for proof that the family are required to travel
for occupational purposes during the period of absence.
G Holiday not granted by the school Unauthorised absence
N Reason for absence not yet established Unauthorised absence
0] Absent in other or unknown circumstances Unauthorised absence
Where no reason for absence is established or the school is not
satisfied that the reason given is one that would be recorded using
one of the codes statistically classified as authorised.
U Arrived in school after registration closed Unauthorised absence
D Dual registered at another school Not counted in possible
The law allows a pupil to be registered at more than one school. attendances
This code is used to indicate that the pupil is absent with leave to
attend the other school at which they are registered.
The main examples of dual registration are pupils who are
attending a pupil referral unit, a hospital school or a special
school on a temporary basis.
X Non-compulsory school age pupil not required to attend school Not counted in possible
attendances
Y1 Unable to attend due to transport normally provided not being Not counted in possible
available attendances
Y2 Unable to attend due to widespread disruption to travel Not counted in possible
(caused by a local, national, or international emergency). attendances
Y3 Unable to attend due to part of the school premises being closed Not counted in possible
attendances
Y4 Unable to attend due to the whole school site being unexpectedly Not counted in possible
closed attendances
Y5 Unable to attend as pupilis in criminal justice detention Not counted in possible
attendances
Y6 Unable to attend in accordance with public health guidance or Not counted in possible
law attendances
Y7 Unable to attend because of any other unavoidable cause Not counted in possible
attendances
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Prospective pupil not on admission register
To enable schools to set up registers in advance of pupils joining
the school to ease administration burdens.

Code not collected

Planned whole school closure

Code not collected
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