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 STATEMENT OF INTENT FROM DANES EDUCATIONAL TRUST 

 Danes  Educa�onal  Trust  believes  that  in  order  to  facilitate  high  quality  teaching  and  learning,  good 
 a�endance  is  essen�al.  Learners  cannot  achieve  their  full  poten�al  if  they  do  not  regularly  a�end 
 school. 

 Danes  Educa�onal  Trust  understands  that  barriers  to  a�endance  are  complex  and  that  some  learners 
 find  it  harder  than  others  to  a�end  school.  Therefore  there  is  an  ongoing  priority  to  cul�vate  safe 
 and  suppor�ve  environments  in  all  our  schools,  as  well  as  strong  and  trus�ng  rela�onships  with 
 learners and parents. 

 There  is  a  Trust-wide  approach  to  securing  good  a�endance,  and  recognising  the  impact  that  efforts 
 in  other  areas  (areas  such  as  the  curriculum,  behaviour  standards,  bullying,  SEND  support,  pastoral 
 support,  and  the  effec�ve  use  of  resources  such  as  learner  premium)  can  have  on  improving 
 a�endance. 

 Danes Educa�onal Trust are commi�ed to: 

 ●  Promo�ng and modelling high a�endance and its benefits 
 ●  Ensuring equality and fairness of curriculum access for all 
 ●  Ensuring this a�endance policy is clear and easily understood by staff, learners and parents 
 ●  Intervening  early  and  working  with  other  agencies  to  ensure  the  health  and  safety  of  our 

 learners 
 ●  Building strong rela�onships with families to overcome barriers to a�endance 
 ●  Working collabora�vely across schools in the Trust, as well as other agencies 
 ●  Ensuring  parents  follow  the  framework  set  in  sec�on  7  of  the  Educa�on  Act  1996,  which 

 states  that  the  parent  of  every  child  of  compulsory  school  age  shall  cause  them  to  receive 
 efficient  full-�me  educa�on  suitable  to  their  age,  ability  and  ap�tude,  and  to  any  SEND  they 
 may have, either by regular a�endance at school or otherwise 

 ●  Monitoring  and  analysing  a�endance  and  absence  data  to  iden�fy  learners  or  cohorts  that 
 require more support 

 The senior leader responsible for the strategic approach to a�endance in Elstree Screen Arts is: 

 Name: Nikki Ward  (Associate Principal) 

 Contact details: Telephone: 020 8386 6220  Email: nikki.ward@esa.ac 

 The member of school staff parents should contact about a�endance on a day-to-day basis is: 

 Name: Diane Holme  (A�endance Officer) 

 Contact details: Telephone: 020 8386 6220  Email: a�endance@esa.ac 
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 1.  LEGAL FRAMEWORK 

 This  policy  has  due  regard  to  all  relevant  legisla�on  and  statutory  guidance  including,  but  not  limited 
 to, the following: 

 ●  Educa�on Act 1996 
 ●  Equality Act 2010 
 ●  The Educa�on (Pupil Registra�on) (England) Regula�ons 2006 (As amended) 
 ●  The Children (Performances and Ac�vi�es) (England) Regula�ons 2014 
 ●  Children and Young Persons Act 1963 
 ●  DfE (2022) ‘Working together to improve school a�endance’ 
 ●  DfE (2022) ‘Keeping children safe in educa�on 2022’ 
 ●  DfE (2016) ‘Children missing educa�on’ 
 ●  DfE (2023) ‘Providing remote educa�on’ 

 This policy operates in conjunc�on with the following school (S) and Trust (T) policies: 

 ●  Child Protec�on and Safeguarding Policy (including Children Missing in Educa�on) (T) 
 ●  Complaints Policy(T) 
 ●  Behaviour Policy (S) 
 ●  SEND Policy(T) 
 ●  Suppor�ng learners with Medical Condi�ons Policy (S) 

 2.  ROLES AND RESPONSIBILITIES 

 Danes Educa�onal Trust Board, and through relevant delega�on, the School Board is responsible for: 

 ●  Monitoring the implementa�on of this policy 
 ●  Promo�ng  the  importance  of  good  a�endance  through  the  school,  which  in  turn  contributes 

 to Danes Educa�onal Trust ethos and policies 
 ●  Regularly reviewing a�endance data through the termly Headteacher Report 
 ●  Through  delega�on  to  the  Directors  of  Educa�on  (Trust)  sharing  effec�ve  prac�ce  on 

 a�endance management and improvement across Trust schools 
 ●  Ensuring  that  this  policy,  as  wri�en,  does  not  discriminate  on  any  grounds,  including,  but  not 

 limited to, ethnicity/na�onal origin, culture, religion, gender, disability or sexual orienta�on 
 ●  Handling complaints regarding this policy as outlined in the Trust’s Complaints Policy 
 ●  Having  regard  to  ‘Keeping  children  safe  in  educa�on’  when  making  arrangements  to 

 safeguard and promote the welfare of children 
 ●  Ensuring  there  is  a  Children  Missing  Educa�on  sec�on  of  the  Child  Protec�on  &  Safeguarding 

 Policy is in place and that this is regularly reviewed and updated 

 The Headteacher is responsible for: 

 ●  Implementa�on of this policy at the school 
 ●  Monitoring school-level absence data and repor�ng it to governors termly 
 ●  Having clear processes in place to address persistent and severe absence- learners who are 

 severely absent may be at risk of Child Criminal Exploita�on, Child Sexual 
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 Exploita�on/grooming etc and this group must be a made a top priority for support and joint 
 working between school, children’s social care and other statutory safeguarding partners 

 ●  Suppor�ng staff with monitoring the a�endance of individual learners 
 ●  Issuing fixed-penalty no�ces, where necessary 
 ●  Ensuring all parents are aware of the school’s a�endance expecta�ons and procedures 
 ●  Ensuring  that  every  learner  has  access  to  full-�me  educa�on  and  will  act  as  early  as  possible 

 to address pa�erns of absence 
 ●  Ensuring accurate comple�on of admission and a�endance registers 

 The designated senior lead for a�endance and a�endance officer are responsible for: 

 ●  Leading and promo�ng a�endance across the school 
 ●  Offering a clear vision for a�endance improvement 
 ●  Evalua�ng and monitoring expecta�ons and processes 
 ●  Having an oversight of a�endance data analysis 
 ●  Devising specific strategies to address areas of poor a�endance iden�fied through data 
 ●  Arranging calls le�ers and mee�ngs with parents to discuss a�endance issues 
 ●  Following up on incidents of persistent poor a�endance 
 ●  Delivering targeted interven�on and support to learners and families 
 ●  Informing the Local Authority (LA) of any learner being deleted from the admission and 

 a�endance registers 
 ●  Ensuring that the Local Authority is no�fied of any learner who fails to a�end school 

 regularly via a  10 day Absence from  (available via  HCC Grid) 

 Staff are responsible for: 

 ●  Following this policy and ensuring learners do so too 
 ●  Ensuring this policy is implemented fairly and consistently 
 ●  Modelling good a�endance behaviour 
 ●  Using  their  professional  judgement  and  knowledge  of  individual  learners  to  inform  decisions 

 as to whether any welfare concerns should be escalated 
 ●  Where designated, taking the a�endance register at the relevant �mes during the school day 
 ●  Emphasising with learners the importance of punctuality and good a�endance 

 Learners are responsible for: 

 ●  A�ending their lessons and any agreed ac�vi�es when at school 
 ●  Arriving punctually to lessons when at school 

 Parents are responsible for: 

 ●  Providing accurate and up-to-date contact details 
 ●  Providing the school with more than one emergency contact number 
 ●  Upda�ng the school if their details change 
 ●  The a�endance of their children at school 
 ●  Promo�ng good a�endance with their children 
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 3.  DEFINITIONS 

 The following defini�ons apply for the purposes of this policy: 

 Absence: 

 ●  Arrival at school a�er the register has closed 
 ●  Not a�ending school for any reason 

 Authorised absence: 

 ●  An absence for sickness for which the school has granted leave 
 ●  Medical  or  dental  appointments  which  unavoidably  fall  during  school  �me,  for  which  the 

 school has granted leave 
 ●  Religious or cultural observances for which the school has granted leave 
 ●  An absence due to a family emergency 

 Unauthorised absence: 

 ●  Parents keeping children off school unnecessarily or without reason 
 ●  Truancy before or during the school day 
 ●  Absences  which  have  never  been  properly  explained  (this  is  at  school  discre�on  and 

 evidence may be required to ascertain clarity over an absence) 
 ●  Arrival at school a�er the register has closed 
 ●  Absence due to shopping, looking a�er other children or birthdays 
 ●  Absence due to day trips and holidays in term-�me which have not been agreed 
 ●  Leaving school for no reason during the day 

 Persistent absence (PA): 

 ●  Missing 10 percent or more of schooling across the year for any reason 

 4.  ATTENDANCE EXPECTATIONS 

 The  school  has  high  expecta�ons  for  learners’  a�endance  and  punctuality,  and  ensures  that  these 
 expecta�ons are communicated regularly to parents and learners. 

 Learners  will  be  expected  to  a�end  all  their  lessons  and  any  agreed  ac�vi�es  every  day  they  are 
 required to be at school and to arrive punctually to all lessons when at school. 

 The �mes of the start and close of the school day for all learners at Elstree Screen Arts are: 

 ●  The children can arrive from 7.30am, when the gates open 
 ●  The register for AM registra�on will be taken at 9am and will be kept open un�l 9.20am 
 ●  The register for the PM registra�on will be taken at 1pm and will be kept open un�l 1.20pm 
 ●  Class  teachers  will  also  take  registers  at  the  start  of  each  lesson  period  to  ensure  that 

 learners  are  a�ending  all  �metabled  lessons.  These  registers  will  be  analysed  alongside 
 formal registers in line with the relevant sec�on of this policy 

 5  of  29 



 ●  The end of the school day is at 3.50pm Monday to Thursday and 2.55pm on Friday 

 How  lateness is managed: 

 ●  The school day starts at 9am 
 ●  Registers  are  taken  at  9am  and  your  child  will  receive  a  late  mark  ‘L’  if  they  are  not  in  by  that 

 �me 
 ●  Children arriving a�er 9am are required to come into school via Recep�on. 
 ●  At  9.55am  the  registers  will  be  closed.  In  accordance  with  Dfe  School  A�endance  Guidance  ,  if 

 your  child  arrives  a�er  that  �me,  they  will  receive  a  mark  that  shows  them  to  be  on  site  -  ‘U’, 
 but this will not count as a present mark and it will mean they have an unauthorised absence 

 ●  The school may contact parents/carers regarding lateness 
 ●  From  �me  to  �me  a  member  of  school  staff  will  undertake  a  ‘Late  Gate’  check,  gree�ng  late 

 arrivals at the main entrance to the school 

 Unauthorised  lateness  could  result  in  the  school  referring  to  the  Local  Authority  for  sanc�ons  and/or 
 legal  proceedings.  If  your  child  has  a  persistent  late  record,  you  will  be  asked  to  meet  with  the  Head 
 of  Key  Stage,  but  you  can  approach  senior  leaders  or  the  a�endance  officer  at  any  �me  if  you  are 
 having  difficul�es  ge�ng  your  child  to  school  on  �me.  The  school  expects  parents  and  staff  to 
 encourage  good  punctuality  by  being  good  role  models  and  to  celebrate  good  class  and  individual 
 punctuality. 

 Learners  will  be  encouraged  to  communicate  any  concerns  related  to  a�endance  and  absence  as 
 soon as possible to their Head of Key Stage. 

 5.  ABSENCE PROCEDURES 

 First day absence 

 A  child  not  a�ending  school  is  considered  a  safeguarding  ma�er.  This  is  why  informa�on  about  the 
 cause  of  any  absence  is  always  required.  If  a  child  is  absent,  parents/carers  must  contact  the  school 
 before 9am on the first day of absence. 

 If a child is absent the school will: 

 ●  Telephone  or  text  the  parent/carer  on  the  first  day  of  absence  if  no  contact  has  been  made– 
 this  is  because  the  school  has  a  duty  to  ensure  the  child’s  safety  as  well  as  their  regular 
 school a�endance 

 ●  Invite  parents/carers  in  to  discuss  the  situa�on  if  absences  persist  and  this  is  deemed 
 appropriate 

 ●  Refer  the  ma�er  to  the  local  authority  a�endance  advisory  officer  if  absence  is  unauthorised 
 and  falls  below  90  percent  if  the  child  is  subject  to  a  child  protec�on  plan  the  procedures  set 
 out for an unexplained absence below will be implemented immediately 

 The  school  will  not  request  medical  evidence  in  most  circumstances  where  a  learner  is  absent  due  to 
 illness;  however,  the  school  reserves  the  right  to  request  suppor�ng  evidence  where  there  is  genuine 
 and reasonable doubt about the authen�city of the illness. 
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 Second day absence 

 Where  a  learner  is  absent  for  more  than  three  school  days  in  a  row,  or  more  than  10  school  days  in 
 one  term,  the  parent  will  be  expected  to  provide  a  signed  le�er  or  email  with  an  explana�on  for  the 
 absence(s). 

 Ten days’ absence and beyond 

 The  school  has  a  legal  duty  to  report  the  absence  of  any  child  who  is  absent  without  an  explana�on 
 for  10  consecu�ve  days.  If  the  child  is  not  seen  and  contact  has  not  been  established  with  the  named 
 parent/carer  then  the  local  authority  is  no�fied  that  the  child  is  at  risk  of  missing.  Children’s  Services 
 staff  may  visit  the  last  known  address  and  alert  key  services  to  locate  the  child.  This  is  known  as  a 
 Child  Missing  in  Educa�on.  The  school  will  use  the  LA  10  Day  Absence  Repor�ng  Form  if  this  is  the 
 case. 

 Where  a  learner  is  absent  from  school  without  authorisa�on  for  20  consecu�ve  school  days,  the 
 school  will  consult  with  the  LA  regarding  the  poten�al  removal  of  the  learner  from  the  admissions 
 register  if  the  school  and  the  LA  have  failed  to  establish  the  whereabouts  of  the  learner  a�er  making 
 reasonable enquiries. 

 Con�nued or ongoing absence – Persistent absence (PA) 

 A  learner  is  defined  by  the  Government  as  a  ‘persistent  absentee’  when  they  miss  10  percent  or 
 more  schooling  across  the  school  year  for  any  reason;  this  can  be  authorised  or  unauthorised 
 absence.  Absence  at  this  level  will  cause  considerable  damage  to  any  learner’s  educa�on  and  the 
 school  will  need  the  full  support  and  coopera�on  of  parents/carers  to  resolve  this.  Projected  PA 
 children  are  tracked  and  monitored  carefully  through  the  schools  a�endance  systems.  All  PA  children 
 and  their  parents/carers  will  be  monitored  with  appropriate  support  and  interven�on  put  in  place 
 aimed  to  improve  a�endance.  All  PA  cases  are  also  automa�cally  made  known  to  the  Local  Authority 
 A�endance  Advisory  Officer  during  review  mee�ngs  and  cases  may  lead  to  legal  ac�on  being 
 ini�ated. 

 Some  children  may  have  acute  health  condi�ons  which,  despite  the  best  efforts  of  parents  and 
 carers,  lead  to  significant  ongoing  periods  of  absence.  The  school  will  work  closely  with 
 parents/carers  to  ensure  support  systems  are  developed  which  enable  each  child  to  a�end  school  as 
 o�en  as  is  physically  possible.  Children  should  never  be  excluded  from  school  or  ac�vi�es  on  medical 
 grounds unless they are acutely unwell or hospitalised. 

 If  acutely  unwell,  children  will  access  hospital  schools  supported  by  their  home  school  as 
 appropriate.  The  school  will  maintain  close  links  with  children  and  their  families  during  any  sustained 
 periods  of  absence  to  ensure  con�nuity  of  rela�onships  and  provision.  Children  in  recovery  can  be 
 supported by a flexible return to schooling which is manageable for them. 

 Families  of  children  with  acute  physical  and  medical  condi�ons  that  lead  to  pervasive  absence  will 
 not follow the same systems and procedures laid out in this policy. 

 7  of  29 

https://thegrid.org.uk/admissions-attendance-travel-to-school/attendance/attendance-guidance-and-statutory-responsibilities


 6.  ATTENDANCE REGISTER 

 The  school  uses  ARBOR  management  informa�on  system  (MIS)  to  keep  a�endance  registers  to 
 ensure  they  are  as  accurate  as  possible  and  can  be  easily  analysed  and  shared  with  the  appropriate 
 authori�es. 

 Designated staff members will take the AM/PM a�endance register at the start of each school day 
 and at the start of the a�ernoon session. This register will record whether learners are: 

 ●  Present 
 ●  Absent 
 ●  A�ending an approved educa�onal visit 
 ●  Unable to a�end due to excep�onal circumstances 

 The  school  will  use  the  na�onal  a�endance  codes  to  ensure  a�endance  and  absence  are  monitored 
 and recorded in a consistent way. The following codes will be used: 

 ●  / = Present in the morning 
 ●  \ = Present in the a�ernoon 
 ●  L = Late arrival before the register has closed 
 ●  C = Leave of absence authorised by the school 
 ●  E = Excluded but no alterna�ve provision made 
 ●  H = Authorised holiday 
 ●  I = Illness 
 ●  M = Medical or dental appointments 
 ●  R = Religious observance 
 ●  S = Study Leave 
 ●  B = Off-site educa�on ac�vity 
 ●  G = Unauthorised holiday (unauthorised) 
 ●  O = Unauthorised absence (unauthorised) 
 ●  U = Arrived a�er registra�on closed (whilst present will be classed as unauthorised) 
 ●  N = Reason not yet provided (unauthorised) 
 ●  X = Not required to be in school 
 ●  T = Gypsy, Roma and Traveller absence 
 ●  V = Educa�onal visit or trip 
 ●  J = At an interview with prospec�ve employers, or another educa�onal establishment 
 ●  W = Work Experience 
 ●  P = Par�cipa�ng in a supervised spor�ng ac�vity 
 ●  D = Dual registered – at another educa�onal establishment 
 ●  Y = Excep�onal circumstances 
 ●  Z = learner not on admission register 

 When  the  school  has  planned  in  advance  to  be  fully  or  par�ally  closed,  the  code  ‘#’  will  be  used  for 
 the  relevant  learners  who  are  absent.  This  code  will  also  be  used  to  record  year  groups  who  are  not 
 due to a�end because the school has set different term dates for different years, e.g. induc�on days. 
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 Learners  who  are  absent  from  school  but  are  receiving  remote  educa�on  for  any  reason  will  be 
 marked as absent in the register with the C code. 

 All  amendments  made  to  the  a�endance  register  will  include  the  original  entry,  the  amended  entry, 
 the  reason  for  the  amendment,  the  date  of  amendment  and  the  name  and  role  of  the  person  who 
 made the amendment, this is captured electronically. 

 Every  entry  received  into  the  a�endance  register  will  be  preserved  for  a  minimum  period  of  three 
 years. 

 7.  AUTHORISING PARENTAL ABSENCE REQUESTS 

 Parents  will  be  required  to  request  certain  types  of  absence  in  advance.  All  requests  for  absence  will 
 be  handled  by  the  headteacher  –  the  decision  to  grant  or  refuse  the  request  will  be  at  the  sole 
 discre�on  of  the  headteacher,  taking  the  best  interests  of  the  learner  and  the  impact  on  the  learner’s 
 educa�on  into  account.  The  headteacher’s  decision  is  not  subject  to  appeal;  however,  the  school  will 
 be  sympathe�c  to  requests  for  absence  by  parents,  and  will  not  deny  any  request  without  good 
 reason. 

 Leave of absence 

 The  school  will  only  grant  a  learner  a  leave  of  absence  in  excep�onal  circumstances.  In  order  to  have 
 requests  for  a  leave  of  absence  considered,  the  school  will  expect  parents  to  contact  the  headteacher 
 in  wri�ng  at  least  two  weeks  prior  to  the  proposed  start  date  of  the  leave  of  absence  (unless 
 excep�onal  circumstances  mean  the  full  no�ce  period  could  not  be  given,  providing  the  reason  for 
 the proposed absence and the dates during which the absence would be expected to occur. 

 Any  requests  for  leave  during  term  �me  will  be  considered  on  an  individual  basis  and  the  learner’s 
 previous  a�endance  record  will  be  taken  into  account.  Where  the  absence  is  granted,  the 
 headteacher  will  determine  the  length  of  �me  that  the  learner  can  be  away  from  school.  The  school 
 will  not  grant  leave  of  absence  for  the  purposes  of  family  holidays  unless  certain  excep�onal 
 circumstances  apply,  unfortunately  excep�onal  circumstances  do  not  include  the  cheaper  cost  of 
 holidays within term �me. 

 Requests for leave will not be granted in the following circumstances: 

 ●  Immediately before and during statutory assessment periods 
 ●  When a learner’s a�endance record shows any unauthorised absence 
 ●  Where a learner’s authorised absence record is already above 10 percent 

 If  term-�me  leave  is  not  granted,  taking  a  learner  out  of  school  will  be  recorded  as  an  unauthorised 
 absence  and  may  result  in  sanc�ons,  such  as  a  penalty  no�ce.  The  school  cannot  grant  leaves  of 
 absence  retrospec�vely;  therefore,  any  absences  that  were  not  approved  by  the  school  in  advance 
 will be marked as unauthorised. 
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 Illness and healthcare appointments 

 Parents  will  be  expected  to  make  medical  or  dental  appointments  outside  of  school  hours  wherever 
 possible.  Where  this  is  not  possible,  parents  will  be  expected  to  obtain  approval  for  their  child’s 
 absence  to  a�end  such  appointments  as  far  in  advance  as  is  prac�cable.  Parents  will  be  responsible 
 for ensuring their child misses only the amount of �me necessary to a�end the appointment. 

 Performances and ac�vi�es, including paid work 

 The  school  will  ensure  that  all  learners  engaging  in  performances  or  ac�vi�es,  whether  they  receive 
 payment  or  not,  which  require  them  to  be  absent  from  school,  understand  that  they  will  be  required 
 to obtain a licence from the LA which authorises the school’s absence(s). 

 Addi�onal  arrangements  will  be  made  by  the  school  for  learners  engaging  in  performances  or 
 ac�vi�es  that  require  them  to  be  absent  from  school  to  ensure  they  do  not  fall  behind  in  their 
 educa�on  –  this  may  involve  private  teaching.  These  arrangements  will  be  approved  by  the  LA  who 
 will ensure that the arrangements are suitable for the learner. 

 The  learner  will  receive  educa�on  that,  when  taken  together  over  the  term  of  the  licence,  amounts 
 to  a  minimum  of  three  hours  per  day  that  the  learner  would  be  required  to  a�end  a  school 
 maintained  by  the  LA  issuing  the  licence.  This  requirement  will  be  met  by  ensuring  a  learner  receives 
 an educa�on: 

 ●  For not less than six hours a week; and 
 ●  During  each  complete  period  of  four  weeks  (or  if  there  is  a  period  of  less  than  four  weeks, 

 then during that period), for periods of �me not less than three hours a day; and 
 ●  On  days  where  the  learner  would  be  required  to  a�end  school  if  they  were  a�ending  a 

 school maintained by the LA; and 
 ●  For not more than five hours on any such day. 

 Where  a  licence  has  been  granted  by  the  LA  and  it  specifies  dates  of  absence,  no  further 
 authorisa�on  will  be  needed  from  the  school.  Where  an  applica�on  does  not  specify  dates,  and  it 
 has  been  approved  by  the  LA,  it  is  at  the  discre�on  of  the  headteacher  to  authorise  the  leave  of 
 absence  for  each  day.  The  headteacher  will  not  authorise  any  absences  which  would  mean  that  a 
 learner’s  a�endance  would  fall  below  95  percent  unless  there  are  excep�onal  circumstances.  Where 
 a  licence  has  not  been  obtained,  the  headteacher  will  not  authorise  any  absence  for  a  performance 
 or ac�vity. 

 Religious observance 

 Parents will be expected to request absence for religious observance at least two weeks in advance. 

 The  school  will  only  accept  requests  from  parents  for  absence  on  grounds  of  religious  observance  for 
 days  that  are  exclusively  set  apart  for  religious  observance  by  the  relevant  religious  body.  The  school 
 will  define  this  as  a  day  where  the  learner’s  parents  would  be  expected  by  an  established  religious 
 body to stay away from their employment to mark the occasion. 

 The  school  may  seek  advice  from  the  religious  body  in  ques�on  where  there  is  doubt  over  the 
 request. 
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 Gypsy, Roma and Traveller absence 

 Where  a  learner’s  parent  belongs  to  a  community  covered  by  this  code  and  is  travelling  for 
 occupa�onal  purposes,  the  parent  will  be  expected  to  request  a  leave  of  absence  for  their  child  at 
 least  two  weeks  in  advance.  Absences  will  not  be  granted  for  learners  from  these  communi�es  under 
 this code for reasons other than travel for occupa�onal purposes. 

 Absence in Excep�onal Circumstances 
 Excep�onal circumstances will include when a learner is unable to a�end because: 

 ●  Transport  provided  by  the  school,  LA  or  parent  is  not  available  and  the  learner’s  home  is  not 
 within walking distance 

 ●  There  has  been  widespread  disrup�on  to  travel  services  which  has  prevented  the  learner 
 from a�ending 

 ●  The learner is in custody and will be detained for less than four months 

 The  use  of  the  ‘Y’  code  for  excep�onal  circumstances  will  be  collected  in  the  school  census  for 
 sta�s�cal purposes. 

 8.  SEND AND HEALTH-RELATED ABSENCES 

 The  school  recognises  that  learners  with  SEND  and/or  health  condi�ons,  including  mental  health 
 issues,  may  face  greater  barriers  to  a�endance  than  their  peers,  and  will  incorporate  robust 
 procedures to support learners who find a�ending school difficult. 

 The  school  will  ensure  that  reasonable  adjustments  are  made  for  disabled  learners  to  reduce  barriers 
 to  a�endance,  in  line  with  any  Educa�onal  Health  Care  (EHC)  plans  that  have  been  implemented. 
 The  school  will  secure  addi�onal  support  from  external  partners  to  help  bolster  a�endance  where 
 appropriate. 

 Where  the  school  has  concerns  that  a  learner’s  non-a�endance  may  be  related  to  mental  health 
 issues,  parents  will  be  contacted  to  discuss  the  issue  and  whether  there  are  any  contributory  factors 
 to  their  child’s  lack  of  a�endance.  Where  staff  have  a  mental  health  concern  about  a  learner  that  is 
 also  a  safeguarding  concern,  they  will  inform  the  Designated  Safeguarding  Lead  (DSL)  and  the  Child 
 Protec�on and Safeguarding Policy will be followed. 

 If a learner is unable to a�end school for long periods of �me due to their health, the school will: 

 ●  Inform the LA if a learner is likely to be away from the school for more than 15 school days 
 ●  Provide  the  LA  with  informa�on  about  the  learner’s  needs,  capabili�es  and  programme  of 

 work 
 ●  Help the learner reintegrate at school when they return 
 ●  Make sure the learner is kept informed about school events and clubs 
 ●  Encourage the learner to stay in contact with other learners during their absence 

 The  school  will  incorporate  an  ac�on  plan  to  help  any  learners  with  SEND  and/or  health  issues  cope 
 with  the  stress  and  anxiety  that  a�ending  school  may  cause  them.  Such  plans  will  be  regularly 
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 monitored  and  reviewed  un�l  the  learner  is  a�ending  school  as  normal  and  there  have  been  signs  of 
 significant improvement. 

 To support the a�endance of learners with SEND and/or health issues, the school will consider: 

 ●  Holding termly mee�ngs to evaluate any implemented reasonable adjustments 
 ●  Incorpora�ng a pastoral support plan (PSP) 
 ●  Carrying out a strengths and difficul�es ques�onnaire 
 ●  Iden�fying learners’ unmet needs through the Common Assessment Framework (CAF) 
 ●  Using an internal or external specialist 
 ●  Enabling a learner to have a reduced �metable (this is usually a �me limited approach) 
 ●  Ensuring a learner can have somewhere quiet to spend lunch and break-�mes 
 ●  Implemen�ng  a  system  whereby  learners  can  request  to  leave  a  classroom  if  they  feel  they 

 need �me out 
 ●  Temporary late starts or early finishes 
 ●  Phased returns to school where there has been a long absence 
 ●  Small group work or on-to-one lessons 
 ●  Tailored support to meet their individual needs 

 9.  TRUANCY 

 Truancy  will  be  considered  as  any  absence  of  part,  or  all,  of  one  or  more  days  from  school,  during 
 which the school has not been no�fied of the cause behind such absence. 

 All  staff  will  be  ac�vely  engaged  in  suppor�ng  the  regular  a�endance  of  learners,  and  understand  the 
 importance of con�nuity in each learner’s learning. 

 All  learners  are  expected  to  be  in  their  classes,  where  the  teacher  will  record  the  a�endance 
 electronically.  Any  learner  with  permission  to  leave  the  school  during  the  day  must  sign  out  at 
 Recep�on  and sign back in again on their return. 

 Immediate  ac�on  will  be  taken  when  there  are  any  concerns  that  a  learner  might  be  truan�ng.  If 
 truancy  is  suspected,  the  headteacher  is  no�fied,  and  they  will  contact  the  parent  in  order  to  assess 
 the reasons behind the learner not a�ending school. 

 The following procedures will be taken in the event of a truancy: 

 ●  In  the  first  instance,  a  le�er  of  warning  will  be  sent  to  the  parents  of  the  learner,  informing 
 them  of  the  truancy  and  sta�ng  that  any  future  occurrences  could  result  in  further  ac�on 
 being taken 

 ●  If any further truancy occurs, then the school will consider issuing a penalty no�ce 
 ●  A  penalty  no�ce  will  be  issued  where  there  is  overt  truancy,  inappropriate 

 parentally-condoned  absence,  excessive  holidays  in  term-�me  and  persistent  late  arrival  at 
 school 
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 The  DSL  will  be  involved  where  an  instance  of  truancy  may  be  linked  to  a  safeguarding  concern.  Any 
 safeguarding concerns will be dealt with in line with the Child Protec�on and Safeguarding Policy. 

 10.  MISSING CHILDREN 

 Learners  will  not  be  permi�ed  to  leave  the  school  premises  during  the  school  day  unless  they  have 
 permission  from  the  school.  The  following  procedures  will  be  taken  in  the  event  of  a  learner  going 
 missing whilst at school: 

 ●  The  member  of  staff  who  has  no�ced  the  missing  learner  will  inform  the  headteacher  or 
 senior leader immediately 

 ●  The  office  staff  will  also  be  informed  as  they  will  act  as  a  point  of  contact  for  receiving 
 informa�on regarding the search 

 ●  A  member  of  staff  will  stay  with  the  rest  of  the  class,  and  all  other  available  members  of  staff 
 will conduct a thorough search of the school premises as directed by the headteacher 

 ●  The following areas will be systema�cally searched: 
 -  All classrooms 
 -  All toilets 
 -  Changing rooms 
 -  The library 
 -  The school grounds 

 ●  Available  staff  will  begin  a  search  of  the  area  immediately  outside  of  the  school  premises, 
 and will take a mobile phone with them so they can be contacted 

 ●  If  the  learner  has  not  been  found  a�er  10  minutes,  then  the  parents  of  the  learner  will  be 
 no�fied 

 ●  The school will a�empt to contact parents using the emergency contact numbers provided 
 ●  If  the  parents  have  had  no  contact  from  the  learner,  and  the  emergency  contacts  list  has 

 been exhausted, the police will be contacted 
 ●  The  missing  learner’s  teacher  will  fill  in  a  record  of  concern  incident  form,  describing  all 

 circumstances  leading  up  to  the  learner  going  missing,  this  will  be  stored  on  Child  Protec�on 
 Online Management System (CPOMS) 

 ●  If  the  missing  learner  has  an  allocated  social  worker,  is  a  looked-a�er  child,  or  has  any  SEND, 
 then the appropriate personnel will be informed 

 ●  When  the  learner  has  been  located,  members  of  staff  will  care  for  and  talk  to  the  learner  to 
 ensure they are safe and well 

 ●  Parents  and  any  other  agencies  will  be  informed  immediately  when  the  learner  has  been 
 located 

 The  headteacher  will  take  the  appropriate  ac�on  to  ensure  that  learners  understand  they  must  not 
 leave  the  premises,  and  sanc�ons  will  be  issued  if  deemed  necessary.  Appropriate  disciplinary 
 procedures will be followed in accordance with the Behaviour Policy. 
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 The  headteacher  will  carry  out  a  full  inves�ga�on  and  will  draw  a  conclusion  as  to  how  the  incident 
 occurred.  A  wri�en  report  will  be  added  to  CPOMS,  and  policies  and  procedures  will  be  reviewed  in 
 accordance with the outcome where necessary. 

 11.  ATTENDANCE INTERVENTION 

 In  order  to  ensure  the  school  has  effec�ve  procedures  for  managing  absence,  the  a�endance  officer, 
 supported by the senior leadership team (SLT), will: 

 ●  Establish  a  range  of  evidence-based  interven�ons  to  address  barriers  to  a�endance  such  as 
 part-�me �metables 

 ●  Monitor  the  implementa�on  and  quality  of  escala�on  procedures  and  seek  robust  evidence 
 of the escala�on procedures that work 

 ●  A�end or lead a�endance reviews in line with escala�on procedures 
 ●  Establish  robust  escala�on  procedures  which  will  be  ini�ated  before  absence  becomes  a 

 problem by: 
 -  Sending le�ers to parents (templates in appendices) 
 -  Having a regular tutor review 
 -  Engaging with LA a�endance teams 
 -  Using fixed penalty no�ces 
 -  Crea�ng a�endance clinics 

 The  school  will  use  a�endance  data,  in  line  with  the  ‘  Monitoring  and  analysing  absence  ’  sec�on  of 
 this  policy,  to  develop  specific  strategies  to  improve  a�endance  where  pa�erns  of  absence  are 
 emerging.  These  strategies  will  be  developed  on  a  case-by-case  basis,  and  will  consider  the  par�cular 
 needs of the learners whom the interven�on is designed to target. 

 Part-�me Timetables 

 As  part  of  the  framework  for  the  inspec�on  of  services  for  children  in  need  of  help  and  protec�on, 
 children  looked  a�er,  and  care  leavers  (Ofsted  June  2015)  local  authori�es  are  required  to  provide 
 detailed  data  on  school  age  children  in  their  area  who  are  not  in  receipt  of  full-�me  educa�on  and 
 schools  are  similarly  expected  to  maintain  data  on  students  of  compulsory  school  age  who  are  on 
 their roll but a�ending on a part-�me �metable. 

 A  part-�me  �metable  is  a  possible  �me  limited  interven�on  that  may  be  discussed  with  parent/carer 
 and learner with the aim to return the learner to full-�me educa�on as quickly as possible. 

 The  Local  authority  has  published  guidance  for  all  schools  and  UTC’s  on  the  use  of  part-�me 
 �metables  for  learners  of  compulsory  school  age  (the  term  a�er  their  fi�h  birthday  to  the  last  Friday 
 in June following their 16th birthday) 

 All  schools  are  required  to  return  informa�on  on  children  who  are  on  part-�me  tables  within  five 
 days  of  the  pupil  star�ng  or  ending  a  part-�me  �metable.  The  school  will  follow  guidance  from  HCC 
 when considering a part-�me �metable  . 
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 Posi�ve A�endance Recogni�on 

 The school will acknowledge outstanding a�endance and punctuality in the following ways: 

 ●  100%  a�endance  over  a  half  term  will  be  recognised  in  Achievement  assemblies  by  the  Head 
 of Key Stage 

 School  trips  and  events  not  part  of  the  educa�onal  offer  to  all  children  will  be  considered  a  privilege. 
 Where  a�endance  drops  below  90  percent,  these  privileges  may  be  taken  away.  The  school  will 
 develop  strategies  for  ensuring  that  learners  with  health  needs  or  home  circumstances  that  result  in 
 addi�onal  absences  are  not  unfairly  excluded  from  a�endance  rewards,  e.g.  by  se�ng  individualised 
 targets. 

 12.  WORKING WITH PARENTS TO IMPROVE ATTENDANCE 

 The  school  will  work  to  cul�vate  strong,  respec�ul  rela�onships  with  parents  and  families  to  ensure 
 their  trust  and  engagement.  Open  and  honest  communica�on  will  be  maintained  with  learners  and 
 their  families  about  the  expecta�ons  of  school  life,  a�endance  and  performance  so  that  they 
 understand  what  to  expect  and  what  is  expected  of  them.  The  school  will  liaise  with  other  agencies 
 working with learners and their families to support a�endance, e.g. social services. 

 The  school  will  ensure  that  there  are  two  sets  of  emergency  contact  details  for  each  learner 
 wherever  possible  to  ensure  the  school  has  addi�onal  op�ons  for  ge�ng  in  touch  with  adults 
 responsible for a learner where the learner is absent without no�fica�on or authorisa�on. 

 The  school  will  ensure  that  parents  are  aware  of  their  legal  duty  to  ensure  that  their  child  a�ends 
 school  regularly  and  to  facilitate  their  child’s  legal  right  to  a  full-�me  educa�on.  Parents  will  be  made 
 aware  that  this  means  their  child  must  a�end  school  every  day  that  it  is  open,  save  for  in  certain 
 circumstances,  e.g.  sickness  or  absences  that  have  been  authorised  by  the  headteacher  in  advance. 
 The  school  will  regularly  inform  parents  about  their  child’s  levels  of  a�endance,  absence  and 
 punctuality,  and  will  ensure  that  parents  are  aware  of  the  benefits  that  regular  a�endance  at  school 
 can have for their child educa�onally, socially and developmentally. 

 If  a  pa�ern  of  absence  becomes  problema�c,  the  a�endance  officer  will  work  collabora�vely  with 
 the  learner  and  their  parents  to  improve  a�endance  by  addressing  the  specific  barriers  that  prevent 
 the  learner  from  being  able  to  a�end  school  regularly.  The  school  will  always  take  into  considera�on 
 the  sensi�vity  of  some  of  the  reasons  for  learner  absence  and  will  approach  families  to  offer  support 
 rather than immediately reach for puni�ve approaches. 

 Where  these  barriers  are  related  to  the  learner’s  experience  in  school,  e.g.  bullying,  the  a�endance 
 officer  will  work  with  the  headteacher  and  any  relevant  school  staff,  e.g.  the  DSL  and  SENCO,  to 
 address  this.  Where  the  barriers  are  outside  of  the  school’s  control,  e.g.  they  are  related  to  issues 
 within  the  learner’s  family,  the  a�endance  officer  will  liaise  with  any  relevant  external  agencies  or 
 authori�es,  e.g.  children’s  social  care  or  the  LA,  and  will  encourage  parents  to  access  support  that 
 they may need. 
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 13.  PERSISTENT ABSENCE 

 There  are  various  groups  of  learners  who  may  be  vulnerable  to  high  absence  and  persistent  absence 
 (PA), such as: 

 ●  Children in need 
 ●  Looked A�er Children (LAC) 
 ●  Young carers 
 ●  Learners who are eligible for Free School Meals (FSM) 
 ●  Learners with English as an Addi�onal Language (EAL) 
 ●  Learners with SEND 
 ●  Learners who have faced bullying and/or discrimina�on 

 The  school  will  use  a  number  of  methods  to  help  support  learners  at  risk  of  PA  to  a�end  school. 
 These include: 

 ●  Offering catch-up support to build confidence and bridge gaps 
 ●  Mee�ng  with  learners  to  discuss  pa�erns  of  absence,  barriers  to  a�endance,  and  any  other 

 problems they may be having 
 ●  Establishing plans to remove barriers and provide addi�onal support 
 ●  Leading regular check-ins to review progress and the impact of support 
 ●  Making regular contact with families to discuss progress 
 ●  Assessing whether an EHC plan may be appropriate 
 ●  Considering  what  support  for  re-engagement  might  be  needed,  including  for  vulnerable 

 groups 

 The  school  will  focus  par�cularly  on  learners  who  have  rates  of  absence  over  50  percent,  and  will 
 work  with  the  LA  and  other  partners  to  engage  all  relevant  services  needed  to  iden�fy  and  address 
 the wider barriers to a�endance these learners are facing. 

 Where  a  learner  at  risk  of  PA  is  also  at  increased  risk  of  harm,  the  school  will  work  in  conjunc�on 
 with  all  relevant  authori�es,  e.g.  social  services,  to  support  the  learner  in  line  with  the  school’s  duty 
 of  care.  The  school  will  also  bear  in  mind  that  the  con�nua�on  of  severe  PA  following  interven�on 
 may,  in  itself,  cons�tute  neglect,  and  will  escalate  any  concerns  in  this  regard  in  line  with  the  Child 
 Protec�on and Safeguarding Policy. 

 14.  LEGAL INTERVENTION 

 The  school  will  allow  sufficient  �me  for  a�endance  interven�ons  and  engagement  strategies  to 
 improve  learners’  a�endance;  however,  where  engagement  strategies  to  improve  a�endance  have 
 not had the desired effect a�er  one term  , the a�endance  officer will consider: 

 ●  Holding  a  formal  mee�ng  with  parents  and  the  school’s  point  of  contact  in  the  School 
 A�endance Support Team 

 ●  Working with the LA to put a paren�ng contract or an educa�on supervision order in place 
 ●  Engaging children’s social care where there are safeguarding concerns 
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 Where  the  above  measures  are  not  effec�ve,  the  headteacher  will  issue  a  fixed  penalty  no�ce  in  line 
 with  Her�ordshire County Council’s penalty no�ce  for truancy code of conduct and procedures  . 

 Where  a�endance  s�ll  does  not  improve  following  a  fixed  penalty  no�ce,  the  school  will  work  with 
 the LA to take forward a�endance prosecu�on as a last resort. 

 15.  MONITORING AND ANALYSING ABSENCE 

 The  a�endance  officer  will  monitor  and  analyse  a�endance  data  weekly  to  ensure  that  interven�on 
 is delivered quickly to address habitual absence at the first signs. 

 The  school  will  collect  data  regarding  punctuality,  truancy,  and  authorised  and  unauthorised 
 absence, for: 

 ●  The school cohort as a whole 
 ●  Individual year groups 
 ●  Individual learners 
 ●  Demographic groups, e.g. learners from different ethnic groups or economic backgrounds 
 ●  Other groups of learners, e.g. learners with SEND, LAC and learners eligible for FSM 
 ●  learners at risk of PA 

 The  a�endance  officer  will  conduct  a  thorough  analysis  of  the  above  data  as  a  minimum  on  a 
 half-termly  basis to iden�fy pa�erns and trends.  This will include iden�fying, for each group: 

 ●  Pa�erns in uses of certain codes 
 ●  Par�cular days of poor a�endance 
 ●  Historic trends of a�endance and absence 
 ●  Barriers to a�endance 

 The  a�endance  officer  will  provide  regular  reports  to  staff  across  the  school  to  enable  them  to  track 
 the  a�endance  of  learners  and  to  implement  a�endance  procedures.  The  a�endance  officer  will  also 
 be  responsible  for  monitoring  how  a�endance  data  changes  in  response  to  any  interven�ons 
 implemented to increase a�endance in future. 

 The  school  board  will  regularly  review  a�endance  data,  including  examina�ons  of  recent  and  historic 
 trends,  and  will  support  the  SLT  in  se�ng  goals  and  priori�sing  areas  of  focus  for  a�endance  support 
 based on this data. 

 The  school  will  also  benchmark  its  a�endance  data  against  Danes  Educa�onal  Trust,  local,  regional 
 and  na�onal-level  data  to  iden�fy  areas  of  success  and  areas  for  improvement,  and  will  share  prac�ce 
 which has been shown to be effec�ve with other schools. 

 The  board  of  trustees  will  ensure  staff  from  different  schools  within  Danes  Educa�onal  Trust  regularly 
 share exper�se and collaborate on interven�ons. 
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 16.  TRAINING OF STAFF 

 Danes  Educa�onal  Trust  and  the  school  recognise  that  early  interven�on  can  prevent  poor 
 a�endance.  As  such,  staff  will  receive  training  in  iden�fying  poten�ally  at-risk  learners  as  part  of  their 
 induc�on and refresher training. 

 The  headteacher  will  ensure  that  teachers  and  support  staff  receive  training  in  line  with  this  policy  as 
 part  of  their  induc�on.  Following  this  ini�al  training,  staff  will  receive  regular  and  ongoing  training  as 
 part of their development. 

 Training will cover at least the following: 

 ●  The importance of good a�endance 
 ●  The fact that absence is almost invariably a result of wider circumstances 
 ●  The legal requirements on schools, e.g. the keeping of registers 
 ●  The school’s strategies and procedures for monitoring and improving a�endance 
 ●  The  school’s  procedures  for  mul�-agency  working  to  provide  intensive  support  for  learners 

 who need it 

 The  headteacher  will  provide  dedicated  and  enhanced  a�endance  training  to  the  a�endance  officer 
 and  other  staff  with  specific  a�endance  func�ons  in  their  role  –  this  will  include  training  regarding 
 interpre�ng  and  analysing  a�endance  data  and  suppor�ng  learners  to  overcome  barriers  to 
 a�endance. 

 Staff  will  receive  training  to  ensure  they  understand  that  increased  absence  from  school  could 
 indicate a safeguarding concern, and know how such concerns should be managed. 

 17.  MONITORING 

 A�endance  and  punctuality  will  be  monitored  throughout  the  year.  The  Danes  Educa�onal  Trust 
 a�endance target is 96 percent  . 
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 APPENDIX 1 A�endance Monitoring Procedures 

 We  have  adopted  the  following  a�endance  monitoring  procedures,  to  ensure  that  learners’ 
 a�endance  meets  the  expected  standard,  and  effec�ve  interven�on  is  provided  where  learners’ 
 a�endance falls below the standard: 

 1.  A red, amber, green (RAG) rated spreadsheet will be sent weekly to Heads of Year (HOY) 
 detailing weekly and annual a�endance to date 

 2.  A�endance will be discussed with Form Tutors and learners. Any a�endance/punctuality 
 trends no�ced by FT should be passed immediately to heads of year (HOY) 

 3.  Contact is made with parents on the first day of absence for any learner absence where the 
 parent/carer has not made contact with the school. ‘N’ codes are used to indicate that the 
 learner is absent for a reason not yet provided; these N codes are reported to the SLT and 
 a�endance officer daily 

 4.  Any N codes not established a�er a week are recorded as an unauthorised absence 
 5.  If a learner’s a�endance falls to 95 percent, 

 a.  The a�endance officer or member of SLT speaks to the learner in school to discuss 
 any issues or problems and  how the school can help to improve  a�endance. 

 b.  The a�endance officer will also send a  first low  a�endance le�er  aler�ng parents 
 that their child’s a�endance has fallen below the school’s expected standard. The 
 le�er also has an a�ached leaflet outlining how parents can work with the school 
 and their child to improve a�endance and invites parents to make contact with the 
 school if they would like further informa�on. 

 6.  If a learner’s a�endance falls below 90 percent, a  second low a�endance le�er  is sent home 
 explaining that the learner’s a�endance is now being monitored, and the a�endance officer 
 arranges a mee�ng with parents to discuss- a�endance is monitored to ensure it does not 
 drop lower. 

 7.  A�er a period of monitoring, if targets are met and a�endance is improving,  a le�er is sent 
 home  from the SLT to congratulate the learner and  their parents on improving a�endance. 
 The school will con�nue to monitor un�l a�endance stabilises at 95%. 

 8.  If absence includes 10 or more sessions of unauthorised absence a  Penalty No�ce Warning 
 Le�er  will be sent. This is not a penalty no�ce,  but alerts parents that should the number of 
 unauthorised absence sessions reach 15 or more in the current and/or previous term that 
 they may be issued with a penalty no�ce from the local authority. 
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 APPENDIX 2 First Low A�endance Le�er 

 Below 95% with no mi�ga�ng circumstances provided 

 (Include Parent A�endance Leaflet) 

 Dear 

 Re: (Pupil’s Name) 

 Our records show that your son’s/daughter’s a�endance has fallen to <current a�endance>. 

 We would normally expect his/her a�endance to be 95% or above as falling below this level can in 
 the long term affect his/her academic progress. We acknowledge that each family’s circumstances 
 are different and we aim to work with parents to provide the best educa�on for every child. 

 We want to make sure we can support <Pupil name>’s educa�on in the best way possible, including 
 looking into how we can help them to address gaps in learning due to absence. If there are any 
 mi�ga�ng circumstances of which we are unaware or there are any other issues that you would like 
 to discuss or have help with, please contact <name of person>, <�tle of person>. 

 Yours sincerely 

 <Title of A�endance Lead> 
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 APPENDIX 3 Second Low A�endance Le�er 

 A�endance below 90% absence 

 Dear 

 Re: (Pupil’s Name) 

 I am wri�ng to express my concern at <name>'s recent <absence/absences> from school. 

 <Name>  has  been  absent  from  school  for  a  total  of  <number>  sessions  (<number>  days)  on  the 
 following dates: 

 ●  [date] 
 ●  [date] 
 ●  [date] 

 Where  appropriate,  any  dates  in  red  are  either  unauthorised  absences  or  no  reason  has  been 
 provided. 

 <Pupil name>’s current a�endance is <percentage a�endance>. 

 We  acknowledge  that  each  family’s  circumstances  are  different  and  we  aim  to  work  with  parents  to 
 provide the best educa�on for every child. 

 I  am  invi�ng  you  to  a�end  a  School  A�endance  Mee�ng.  The  �me  and  date  have  been  set  for 
 ……………………………………..  at  …………………  It  is  important  that  you  a�end  this  mee�ng  for  us  to  work 
 together  in  exploring  the  issues  around  low  a�endance.  The  mee�ng  will  be  led  by  <Name  of 
 person>, <�tle of person>. 

 If  this  appointment  is  inconvenient,  I  would  be  grateful  if  you  could  contact  <Name  of  person>  at 
 school so that a mutually convenient �me can be arranged. 

 Yours sincerely, 

 Headteacher 
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 APPENDIX 4 Improving A�endance Le�er 

 A�er a monitoring period, and if targets are met, a le�er is sent home from the SLT to congratulate 
 the learner and their parents on improving a�endance. 

 Dear 

 Re: (Pupil’s Name) 

 I  wanted  to  take  this  opportunity  to  congratulate  <Pupil  name>  on  improving  <his  /  her>  a�endance 
 since  our  previous  communica�on.  A�endance  is  now  at  <insert  percentage  a�endance>  and  has 
 been steadily improving. I would also like to thank you for your support in achieving this. 

 The  school  will  con�nue  to  monitor  a�endance  as  we  do  with  all  pupils,  however  I  am  hopeful  that 
 the  recent  posi�ve  a�endance  will  con�nue.  As  always,  the  school  is  here  to  work  with  parents,  and 
 if you require further support with a�endance or other aspects of school please do get in touch. 

 Kind regards 

 Headteacher 
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 APPENDIX 5 Penalty No�ce Warning Le�er 

 (Sent to each parent separately on headed notepaper via first class post & include Informa�on for 
 Parents sheet from ISL) 

 Dear 

 Penalty no�ce warning le�er 

 The Educa�on (Penalty No�ces) (England) Regula�ons 2007 

 <Pupil’s Name>  Registered at <School name> 

 This is a formal warning that you are at risk of being in breach of the regula�ons stated above. 
 <Pupil’s name> has been absent from school and the absence(s) has/have not been authorised 
 Should the number of unauthorised absence sessions reach 15 or more in the current and/or 
 previous term you will be in breach of the regula�ons and the Local Authority may issue you with a 
 penalty no�ce (sessions refer to each half day, so one day of absence is 2 sessions). 

 Should you be issued with a no�ce this requires you to pay a penalty of £60 within 21 days, rising to 
 £120 if paid a�er 21 days but within 28 days. Each parent is liable to pay a separate penalty and 
 penalty no�ces are issued for each child to whom the absence relates. 

 Payment of the penalty enables you to discharge your liability for the offence for the period in 
 ques�on of failing to ensure your child’s regular a�endance at school (Sec�on 444, The Educa�on Act 
 1996). 

 Failure to pay the penalty means you are liable to prosecu�on for the offence, by summons to 
 appear before the local Magistrates Court. On convic�on you may be liable for a fine of up to £1,000 
 per parent. This is a criminal offence which carries a criminal record. The Local Authority will ask for 
 costs of £125 to be awarded against you. If you fail to ensure your child a�ends regularly and 15 
 sessions of unauthorised absence is reached a penalty no�ce will be issued. 

 You may not receive a further warning before the penalty is imposed. If you believe there are 
 legi�mate reasons for your child’s absence, please contact me within 5 working days to discuss the 
 ma�er. 

 Yours sincerely 

 Headteacher 

 An informa�on sheet from Her�ordshire County Council is included 
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 Equality Impact Assessment Form 

 People responsible for overseeing the EIA 

 Chris Marks (Director of Educa�on: Primary, Safeguarding & Inclusion Lead) 

 Name of the policy, procedure or project 

 A�endance & Absence Policy 

 What are the main purposes or aims of the policy, procedure or project? 

 To ensure all schools within the Trust follow statutory guidance with regards to a�endance of 
 learners. 

 Who will be the beneficiaries of the policy, procedure or project? 

 All stakeholders 

 Have you consulted on this policy, procedure or project? 

 Yes, the policy was also reviewed by EIA group, Leadership Forum (all headteachers). 

 Complete the following table and give reasons/comments for where: 
 The policy, procedure or project could have a posi�ve impact on any person or group 
 because of one of the following aspects of their iden�ty  (this includes equality of 
 opportunity of access) 
 The policy, procedure or project could have a nega�ve impact on, or disadvantage, a 
 person or group because of one of the following aspects of their iden�ty. 
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 (At this stage, it is important to consider the requirements placed upon a school as per the 
 Equality Act 2010.) 

 Groups  Posi�ve impact  Nega�ve impact  Comments 

 High  Low  High  Low 

 Race 

 Religion or 
 belief 

 x  Sec�on on authorised absence for 
 religious observance 

 Sexual 
 orienta�on 

 x  SEND and Health Related absence 
 sec�on would cover this. 

 Sex  N/a 

 Disability  x  SEND and Health Related absence 
 sec�on would cover this. 

 Age 

 Gender 
 reassignment 

 x  SEND and Health Related absence 
 sec�on would cover this. 

 Pregnancy 
 and maternity 

 x  SEND and Health Related absence 
 sec�on would cover this. 

 Marriage and 
 civil 
 partnership 

 N/a 

 Where there is nega�ve impact, what ac�ons could be taken to amend the policy, procedure or 
 project to minimise the nega�ve impact? 

 26  of  29 



 If there is no evidence that the policy, procedure or project promotes equality, equal opportuni�es 
 or improves rela�onships between people with different protected characteris�cs, what 
 amendments could be made to achieve this? 

 How will the policy, procedure or project be implemented including any necessary training? 

 Policy will be ra�fied by DET Trustees and then shared with each school and placed on websites. 
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