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“Learning, achieving and thriving as a school family through

God's love.”

“For I know the plans I have for you,” declares the Lord, “plans to prosper you and not to harm you,

1.2

plans to give you hope and a future.” (Jeremiah 29 vi71)

Attendance Policy

Introduction

We expect all children on roll to attend every day, when the school is in
session, as long as they are fit and healthy enough to doso. We do all we
can to encourage the children to attend, and to put in place appropriate
procedures. We helieve that the most important factor in promoting good,
attendance is development of positive attitudes towards school. To this end,
we strive to make our school a happy and rewarding experience for all
children. We will reward, those children whose attendance is very good. We
reason, are prevented from coming to school.

Under the Education (Pupil Registration) Regulations 1995, the governing hody
an ahsence wus authorised or unauthorised. These are the attendance codes
that we use:

Code | Explanation

/ Present am

\ Present pm

B Attending any other Approved Educational
Activity

C Other authorised circumstances

C1 Approved leave for regulated performance
or employment abroad

C2 Approved absence for part time timetahble




D Duel registration,

E Suspended, or excluded

G Family holiday (not agreed)

I IlUness

J1 Interview for employment or transfer

L Late before register closed

M Medical/ dental appointment

N No reason yet provided

0] Unauthorised/unknown circumstances

P Approved sporting activity

Q Lack of access arrangement

R Religious ohservance

S Study leave for public examination

T Travelling with parent for occupational
puwposes
Late (after registration closed)

% Educational visit or trip
Work experience

Y1 Normal transport not available

Y2 Widespread, travel disruption

Y3 Unavoidable partial disclosure

Y4 Unavoidable full disclosure

Y5 Criminal justice detention

Y6 Public health guidance/law

Y7 Unavoidahble other than Y1-6

X Non-compulsory school age absence
Pupil not on admission register

# Planned whole or partial closwre

- Al should, attend/no mark recorded,

7 Illness due to Covid, 19

8 Self-isolating due to Covid, 19

Shielding due to Covid 19
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Definiti

Authorised absence

e An ahsence is classified as authorised when a child has heen away from
school for a legitimate reason and the school has received notification
Jrom a parent or guardian. For example, if a child has been unwell, the
parent writes a note or telephones the school or emails to explain the
absence.

e  Only the school can make an abhsence authorised. Parents do not have
this authority. Consequently, not all absences supported by parents will
be classified as authorised. For example, if a parent takes a child out of
school to go shopping during school hours, this will not mean it is an
authorised absence.

U horised al

e Anahsence is classified as unauthorised when a child, is away from
school without the permission of hoth the school and a parent.

o Therefore, the ahsence is unauthorised, iff a child, is away from school
without good reason, even with the support of a parent.

If a child is ahsent

When a child is ahsent unexpectedly, the class teacher will record the ahsence

in the register, and will inform the school office, which will endeavour to

contact a parent or guardian i we have not heen informed of the reason for

the ahsence. The parent should inform the school, before 9.30am, that the

child will be ahsent and why, an answering machine message is acceptable or

an email.

When the child retumns to school, a note should be brought from a parent or

guardian to explain the absence unless the school has heen informed by, telephone

(including answering machine message), email or in person.
A note may he sent to the school prior to the day of absence, e.g. iff a child

has a medical appointment.

3.4

I there is any doubt ahout the whereahouts of a child, the class teacher
then be in contact struight away with the parent or guardian, in order to
check on the safety, of the child.

Requests for leave of ahsence

The Education (Pupil Registration) (England) Regulations

2013

Amendments have heen made to the 2013 regulations in the Education (Pupil

Registrution) (England) (Amendment) Regulations 2013. These amendments, as
described below, will come into force in February 2015.


http://www.legislation.gov.uk/uksi/2013/756/contents/made
http://www.legislation.gov.uk/uksi/2013/756/contents/made

T " holid

The school will not grant leave of absence unless there are exceptional circumstances.
there are exceptional circumstances based on the individual facts and circumstances
af the case which warrant the leave. Where a leave of absence is grunted, the head,
teacher will determine the numhber of days a pupil can be away from school. A leave
of ahsence is granted entirely at the head teacher’s discretion.

Code of Conduct for issuing Penalty Notices

Regular and punctual attendance at school is hoth @ legal requirement and essential
Jor pupils to- maximise their educational opportunities. In recognition of this, the law
makes it an offence for a parent or carer to fail to secwre the regular attendance of
their child at a school at which the child is a registered, pupil, without good reason or

Unauthorised Ahsence

A referral to the Local Authority will be made if there is unauthorised absence of least
10 sessions (each school day contains two sessions) this may comprise of any
unauthorised ahsence or late arrival at school or alternative provision over a rolling
period af 10 school weeks, excluding school holidays. These absences do not need to
be consecutive.

Unauthorised Leave of Ahsence

If in an individual case the Local Authority bhelieves o penalty notice is appropriate,
they retain the discretion to issue a penalty notice hefore the 10-session threshold, is
met. In such instances there must be at least 2 sessions of unauthorised ahsence in
term time not authorised by the head teacher over a period of 10 rolling school weeks

https://www.staffordshire.gov.uk/Education/ Education-welfare/ Attendance.aspx

https://www.gov.uk/government/ publications/working-together-to-improve-school-
attendance

https://www:.staffordshire.gov.uk/Education/Education-welfare/Documents/Penalty-
Notice-Code-of-Conduct-July-24-FINAL.pdp



https://www.staffordshire.gov.uk/Education/Education-welfare/Attendance.aspx
https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
https://www.staffordshire.gov.uk/Education/Education-welfare/Documents/Penalty-Notice-Code-of-Conduct-July-24-FINAL.pdf
https://www.staffordshire.gov.uk/Education/Education-welfare/Documents/Penalty-Notice-Code-of-Conduct-July-24-FINAL.pdf

The Education (Penalty Notices) (England) Regulations 2024

Amendments have heen made to the 2013 Regulations in The Education (Penalty
Notices) (England) Regulations 2024. These amendments, as described below, came
into force on 19 August 2024.

New Two Penalty Notice Limit in a Three-Year Period,

e The three-year rolling period starts for parents when the first penalty notice is
issued to them after the 19th August 2024. The first penalty notices for leave
in term time will increase to £160 per parent per child but can be reduced to
£80 per parent per child i paid within 21 days.

e If a second penalty notice is issued within three years of the first penalty,
notice, then this will be at a fixed rate of £160 per parent per child, with no

e A third penalty notice cannot he issued within the three-year period; therefore,
the County Council will deal with any further unauthorised leave through
prosecution in the Magistrates Cowrt. If the parent is found guilty, the
potential fine is up to £1,000. Please note this is taken from when the

5 Repeated unauthorised ahsences
DUTY TO REFER:

Under the Education (Pupil Registration) (England) Regulations 2013: schools have a
DUTY to refer to the Local Authority i a child of compulsory school age is
continuously absent from school for two weeks without explanation, or if his/her
attendance is irregular, which is interpreted to- mean those pupils who have patterns
of unauthorised absence without amassing 10 days continual absence.

Parents whose children are experiencing difficulties should contact the school at an
or the parent may refer the child to the Education Welfare Officer from the County
Council. He/she will also try to resolve the situation with voluntary support, if other
wuays of trying to improve the child’'s attendance have failed, these Officers can issue
Penalty Notices or use cowt proceedings to prosecute parents or to seek an
Education Supervision Order on the child. The maximum penalty on corwiction is a
Jine of £2500 and/or 3 months imprisonment.

ALL non-attendance should, ruaise concerns: whether covered by a note or not - it is
the head teacher's responsibility to authorise or not authorise an ahsence, the EWO
should he aware of concerns teachers have about irregulor attendance that is covered
by parents - this is ‘condoned absence. That is the offence in law. Reducing this



type of ahsence is where the improvement in attendance rutes can be made.
Therefore, please consider TOTAL absences when making a referrul.

5.1 The school will contact the parent or guardian of any child who has an
unauthorised absence. If a child has a repeated number of unauthorised
absences, the parents or guardians will he asked to visit the school and
discuss the problem. If the situation does not improve, the school will then
contact the LA support services, who will visit the home and seek to ensure

5.2  The governors, supported by the LA, reserve the right to consider taking legal
action against any parents or guardians who repeatedly fail to accept their
responsibility for sending their children to school on a regular basis.

6 Attendance targets

6.1 The school sets attendance targets each year. These are agreed, by the
headteacher and governors at the annually. The attendance targets are then
agreed with the LA link inspector as well. The targets are challenging yet
realistic, and based on attendance figures achieved in previous yewrs. The
when setting its own targets. Owr current target is: 95%

7 Monitoring and review

7.1 It is the responsibility of the governors to- monitor overall attendance, and
MwﬂLbzpresented,withamportjﬁvmﬂwhmdmdwrwdbwm The,
it is carried out. The,governors/deﬂqumfeemrnuwcLowlg,thaugbmwuon
provided, to them, and seek to ensure that owr attendance figures are as high

7.2 The school will keep accurate attendance records on file for a minimwm period
af three years.

7.3 Class teachers will he responsible for monitoring attendance in their class, and
Jor following up absences in the appropriate way. If there is concern ahout a
child’s ahsence, they will contact the headteacher immediately. If there is a
longer-term general worry ahout the attendance of a particular child, this will
be reported to the headteacher, who will contact the parents or guardians.

7.4 This policy will be reviewed by the governing hody every two years, or earlier

8 Late

A child will he marked as late in the register iff they arrive by 9.15am after
the register has closed. Persistent lateness will result in appropriate
intervention heen taken e.g. referrul to- a parent support worker, meeting with
headteacher. Cwrrently the definition for unauthorised persistent lateness is
"10 sessions of late arrivals in a 10-week period .



9 Retun to school advice
Advice regarding iff a child needs to be at home with a particular condition
to school for 48 howrs from the last episode of dicurhoea or vomiting.

10 Children at Risk of Missing Education

go missing from school, particularly on repeat occasions. Where reasonably
pructicable, the school holds an emergency contact numhber for more than one
requirement but is good pructice
Where school staff have concerns about a child, we use our professional
We notify the local authority when a pupil's name is to be deleted from the
Education (Pupil Registration) (England) Regulations 2013 as amended, as
soon as the ground, for removul is met and no later than the time at which the
pupil's name is removed from the register.

In this instance the school provides the local authority with the following
information:

- at least one telephone numhber of any parent with whom the pupil lives;

- the full name and address of the parent who the pupil is going to live with,

and  the date the pupil is expected to start living there, iff applicable;

e the name of pupil's other or future school and the pupil’s start date or
expected start date there, if applicable;

o the grounds under which the pupil's name is to be deleted from the admission
register.

The school will inform the local authority of any pupil who fails to attend school
regularly, or has heen absent without the school's permission for a continuous period
af 10 days or more.



Signed: J Cushing

Date: 26.9.2024

Review date:  Septemhber 2024



