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1 Ans
We are comnittedto neeting owr oligaion wthregardsto schod atendance through owr whd e-schod
cutue and e hos tha vd ues good atendance, i nd ud ng;

> Pronoti ng good &t endance

? Redud ng absence, ind ud ng pers sert and severe absence

> Ensuring every pugl has accesstotheful-ti me educationto whichthey are ertitled

> Acting earl yto address paterns o absence

> Build ng strong rd &ionsh ps wthfaniliesto ensure children have the support in dace to atend schod

We wll dso pronot e and support punct udityin a@tendnglessons.
2 Leg d aion and gui dance

This pdicy neetstherequremnments d the worki ngtogether toi nprove schod atendance fromt he
Depart ment fa Education (OF B, andreferstothe OEs sta uay gu dance on schod atendance parertd
respons flity measures. These docunents ae dawnfromthefdlowngleg d ai on setting ou thel egd
powers and duti estha govern schod &tendance

> Part 6 & The Educati on Act 1996
> Part 3 d The Education Act 2002
> Part 7 d The Educati on and | nspecti ons Act 2006

¥ The Educati on (Pugl Red straion) (End and) Regu aions 2006 (and 2010, 2011, 2013, 2016
amendnents)

> The Educati on (Pendty Natices) (End and) (Anmend ment) Regu aions 2013

This pdicy dsordestothe O Es gu dance onthe schod census, which exddnsthe perd sent absence
threshd d

3. Rd es and responsi hilities

3.1 The governors o the schod

The governors areresponsid efar:
> Pronotingthei nportance of schod atendance across the schod’s pdides and et hos
> Maki ng sure schod | eaders fufil expectaions and staut ory duti es
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https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
https://www.gov.uk/government/publications/parental-responsibility-measures-for-behaviour-and-attendance
https://www.gov.uk/government/publications/parental-responsibility-measures-for-behaviour-and-attendance
https://www.legislation.gov.uk/ukpga/1996/56/contents
https://www.legislation.gov.uk/ukpga/2002/32/contents
https://www.legislation.gov.uk/ukpga/2006/40/contents
https://www.legislation.gov.uk/uksi/2006/1751/contents/made
https://www.legislation.gov.uk/uksi/2006/1751/contents/made
https://www.legislation.gov.uk/uksi/2013/757/regulation/2/made
https://www.legislation.gov.uk/uksi/2013/757/regulation/2/made
https://www.gov.uk/guidance/complete-the-school-census

> Regu alyreviewng and chdl eng ng atendance da a

> Monitaing atendance figures fa the whd e schod

> Maki ng sure g df recd ve adequat etrd ri ng on atendance

> Hd d ngthe head eacher to account fa thei nd ementation o ths pdicy

3.2 The headt eacher (desi gnat ed person)
The head eacher isrespons Hefar:
>Indenendiondths pdicy a the schod
> Ofeing adea visonfa atendancei nprove ment
> Monitaing schod- evd absence dat a and reporti ngit to gover nors
> Supporti ng st&f with nonitori ngthe atendance o indvidua chldren
> Monitaingthei npact o anyi np ement ed atendance stra eg es
> Issli ng fi xed- pendty nati ces, where necessary

> Worki ng wththe Atendance and W fare Qficer to devi se spedfic sra eg esto address areas o poor
atendanceidertifiedthrough da a

> Worki ng wththe Atendance Gficer to arange cdls and meetings wth parertsto dscuss atendance
i ssues

> Ensuringtha targetedirtervention and support is ddiveredto chil den and fanili es

3.4 The Atendance and Welfare Gficer
The schod atendance dficer isrespons defar:
> Monitaing and and ys ng atendance da a (see secti on 7)
> Benchmark ng atendance dat atoidertify areas o focus for i nprovement

>Providngregud a atendance reportsto schod sdf and reporting concerns abou attendancetothe
headt eacher and gover nors.

> Worki ng wth educaion wdfare dficerstotack e pers stert absence

> Advi § ngthe head eacher when toissue fi xed- pendty naices and conpl €ing necessary paper work

3.5 QGassteachers

Q assteachers areresponsibefa record ng atendance on a daly bas s, us ngthe carect codes, and
subnttingth sifo metionto the schod dfice Ths needsto be done wthi n hdf an howr o eachreg graion
period (8 55 and 13 00).

3.6 Schod dfice staff

Schod dfice gdf will:

> Take cdlsfromparents and carers about absence on a day-to-day bas s and recordit onthe schod
system

> Transfer cdlsfromparentstothe atendance and welfare dficer in order to provide themwth nore
detdl ed support on a@tendance

37 Parents/carers
Parents/carers ae expectedta

> Make surethdr child atends every day onti ne
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> Call the schod toreport their childs absence bef are 900amonthe day o the absence and each
subsequent day d absence (un ess an absence periodisdaaed on nedcd gounds eg Ahosptd say)
and advise whenthey are expectedtorgun

> Providethe schod vith norethan one energency contagt number far ther child

> Ensuretha, where poss e, dl appd rt mentsfa thar child are made ou s de o the schod day

3.8 Children
Childen are expectedta
> Attend schod every day onti ne

> Beinthdr dassroonsintime for reg stration

4. Record ng atendance

4.1 Atendance regd ster
We wll keep an d@tendance reg g er, and d ace dl children ortothsreg ster.

We wil take our d@tendancereg ster & the sat o the firg sess on d each schod day and once duringthe
second sess on It vill nark whet her every puglis

> Presen
> Attend ng an approved df-site educati ond adivity
> Absent
> Unald eto atend dueto exceptiond drcumnst ances
Any anmendnent tothe atendance reg s e wil ind ude:
> The aignd ertry
> The anended ertry
> Thereasonfa the amendment
> The date on whichthe amendnent was made
> The name and position d the person who made the amend nent
See append x 1fa the O E atendance codes.
We wil dsorecord
> For children o conpu sary schod age, whet her the absenceis au horised o na
> The naure o the activityif a pudl is atend ng an approved educati ond activity
> The nauwe d drcunstances where a pugl is unald eto atend dueto exceptiond circunst ances
We wll keep every ertry onthe d@tendancereg ser far 3 years dte the dae on whchthe entry was nade.

Chil den nust ariveinschod by 8 55 on each schod day, bu they may conmeirtothe schod buldngfrom
8 45 Thereis no supervison on dayg ounds before schod so children are expectedto ariveinths
ti meframe and go stra ght to d ass.

Thereg ster fa thefirg sess on wil betaken & 855 and wil be kept open urtil 930. Thereg ster fa the
second sess on wll betaken a& 13 00 and wll be kept open urtil 13 30
4.2 Unpl anned absence

The pupl’s parent/carer nust naifythe schod o thereasonfao the absence onthefirg day d an ung anned
absence by 930 o as soon as practicdly poss d e by cdlingthe schod dfice ¢ df. Thereis dso an
answer phone far messages ou d hours.(see d so section 7).
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We wll mark absence duetoillness as au hori sed url ess the schod has a genu ne concern abou the
aut hertidty o theill ness.

If the authertidty o theillnessisin doubt, the schod may ask the pupl’s parent/carer to provide nmed cd
evidence, such as a docta’s nate prescrifion appad nt nent card ar dher approprigdefa md evidence. Ve
wll na askfa nedcd euv dence unnecessarily.

If the schod is na saidied abou the au hertidty d theill ness, the absence will be recarded as unaut hori sed
and parentd carers wil be natified o tHsin advance

4. 3 R anned absence

Attend ng a nedcd o dentd appd rt ment will be counted as aut hari sed as|ong as the pupl’s parent/carer
natifies the schod in advance o the appa rt nert.

However, we encourage parentscarersto nake nmedcd and dentd appd it nents ou o schod hours where
possHe Wierethisis na poss e the pupl shod d be ou o schod fa the mrimum anount o ti ne
necessary.

Parents and carers may request | eave fa appad it ments verbdly bu wil berequiredto prov de a screensha
of an appad rt ment, appd niment card o leter. Wthout tHs leave wil be unau horized

The pupl’s parent/carer nust dso apdyfa dher types o ter mti ne absence asfarinadvance as poss e o
the request ed absence. Cotosedion 5tofind ou whichter mti ne absences the schod can au horise

4.4 Lateness and punct udity

Children who arelaefa schod dten missi nportart introductionstothelearningfor the day. Itis d sruptive
fa the d ass and can be embarrass ng and unsettling fa the chld

A pudl who ariveslae
>Beforethereg s er has d osed (930) wil be narked as la g usi ngthe appropri & e code
> Mteathereg ser has d osed wil be marked as absert, us ngthe appropri & e code

Where achldis persgertlylae sdf wiltdkto paents carers and dfe supportto ensuretha punctudity
i mproves. Ths may befdlowed upin witing and an @tendance neeting wll be arrangedif it does nat
i nprove. The enphasi sis on understand ngthe barriers to punctud atendance and prov d ng support
wherever poss te

4.5 Fdl ow ng up unexp a ned absence

Wher e any pugl we expect to atend schod does nat atend, o sops @tend ng wthout reason, the schod
wll:

> Cal the pudl’s parent/carer onthe norring o thefirs day d unexp @ ned absence to ascertanthe
reason. If the schod cannot reach any d the pupl’s emer gency contads, the schod may vi st the hone
and contact pdiceif thefanly canna beloca ed

> Idertify whet her the absenceis approved or nat

> ldertifythe carect a@tendance codeto use andinpu it as soon asthereasonfao absenceis ascertdned —
ths wll be nolaer than 5work ng days &ter the session

> Call the parent/carer on each day tha the absence conti nues wt hout exd anati onto ensure proper
saf equar d ng adti onistaken wher e necessary. If absence corti nues, the schod wll cons der invd vi ng an
education wdfare doficer
4.6 Reportingto parents/ carers

The schod will regu alyirfor mparernts abou ther child s dtendance and absence |l evd s, ensuri ng t ha
parenst/carers ae awareif ther childs dtendance or punctudityfdls bd ow acceptal eli nits.
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5. Aut hori sed and unaut hori sed absence

51 Approvd for ter mti me absence

The head eacher wil oy grant aleave d absencetoa pupl duringte mti neif they consider thereto
be'exceptiond drcunstances. Aleave o absenceis granted a the headt eacher’'s dscreion ind ud ngthe
lengh o ti methe puplis aut horisedto be absert fa.

We define‘ exceptiond drcumstances, fa exanp g as:
e The deahd adHing parent o gandparert.

e Thefunerd d adHing parent o gandparent. Ths wod dind ude reasonal etravd oy and na a
prd onged stay away.

e A serious acd dent tha the children was eherinvdvedina wtnessed
e Adgrificart eventinvd\ving pdice

The schod cond ders each appgicaionfa ter mti me absenceind\idudly, taki nginto accourt the spedfic
fadts, drcunst ances and rel evant cortext beh ndthe request.

Any request shod d be submitted as soon asitis artidpa ed and, where poss e a least 7 days befarethe
absence. Requestsfa absence nust be made tothe headt eacher, in witing, d<atingthereasonfao the
request. The head eacher may require evi dence to support any request fa | eave of absence.

Vdidreasons fa aut hori sed absenceind ude

> lliness and med cd/derntd appad rt ments tha cannat be taken out s de d schod time(see sections 4 2 and
4. 3fa nore dedl)

> Religous observance — wherethe dayis exd us vdy set apart far rdi g ous observance by the rdig ous
body to whichthe pupl’s parents bd ong If necessary, the schod will seek advice fromthe parents
rdi g ous body to confir mwhet her the dayis set apart

> Travele childentraveling fa occupationd purposes —this covers Rong, Engish and WA sh gypsi es,
Irish and Scatishtravdl s, shownen (fargound peop €) and drcus peod ¢ bargees (occupati ond boa
dwel ers) and newtravdl es. Absence nay be au haised oy when atravdl e fanlyis known to be
travdling fa occupati ond pur poses and has agreedths wththe schod, but itis nat known whet her the
pupl is atend ng educationd providon

Thelocd au hority canfine parentsfa the unau hori sed absence o thar childfrom schod, wherethe childis
of conpu sory schod age

Ifissued wth afine o pendty naice each parent nust pay £60 wthin 21 days or £120 wthi n 28 days. The
pay ment rust be nade drectlytothelocd au hority.

Pendty naices can berderredtothelocd au hority by a head eacher, a the pdice

The ded s on on whet her o nad toissue a pendty naice nay takeino accourt:
? The number o unau hori sed absences occurring wthin ardling acadenmc year
> One-dfinstances o irreguar atendance, such as hdidays takeninte mti me wthout per niss on
> Where an exd uded pugl isfoundin a pulic d ace duing schod hours vithou ajustifiald e reason

If the pay ment has na been nade ater 28 days, thelocd au haity can ded de whet her to prosecut e o
wthdrawt he natice

6. Sraegesfo pronoting atendance

The schod seeksto workwth parerts and carerstoensure good schod dtendance. Itisrecogn sedtha
young children are na respons d efa | aeness and poor atendance and sorewards needto be sensitivd y
managed. Gilden ae prdsedfainprovenents to atendance and are supportedto beg ntotake
respons Lilityfa ensuringthat they areready far schod each day.
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Some chldren wth med cd condtions wil findit dfficdtto secureful dtendance andthisis nanaged
sendtivd ythrough care d ans and d scuss ons wth parerts.

7. Atendance nonitori ng

Wha e schod atendanceis nontaed aga nst FFT nationd data eachti neitisissued The Atendance and
Welfare Oficer nonitarsthe @tendance o chil denidentified as hav ng fdling atendance, perd sert absence
or laeness. 3 Ms and Cpoms systens are usedto easly nmanpd aeths daa The Atendance and Wdfare
Cfficeristranedto DSL1evd and atends weeky DSL meetings, sothereis‘jdned up’ th nk ng around
atendance and any s eguard ng, o paerid sa eguard ngissues.

7.1 Monitori ng atendance
The schod will:

> Monita dtendance and absence data a least hdf-termy, ter nhy and yearly across the schod and & an
indvidud pugllevd

> Idertify whether or nat there are particd ar groups o chil den whose absences may be a causefar
concern

Pupil-levd absence da a wlil be cdlected eachter mand pulished a nationd andlocd au horitylevd through
the O Es schod absence nationd & didicsrd eases. The underlying schod-levd absence da ais pulished
dongs dethe naiond gdistics. The schod wil conpare atendance daatothe nationd average, and share
ths wththe govern ng board.

7.2 Ana ysi ng atendance
The schod will:

> And yse atendance and absence dataregu alytoidertify childen o cohortsthat need addtiond support
wththdar atendance, and usethis andys sto provide target ed support tothese chlden andther fanilies

> Look & higaic and emergng paterns d atendance and absence, andthen develop straeg esto
address these paterns
7.3 Using datatoi nprove atendance
The schod will:

> Provideregu a atendance reportsto d ass teachers and a her schod | eaders, tofadlita e d scuss ons
wth chldren and fanili es

> Use datato nonita and evd uatethei npact d anyirtervertions puingdaceinader to nodfythemand
ifamfuuwe sraeg es

7.4 Reduci ng persi stent and severe absence

Pers gent absenceis where a pupl msses 10% o nore o schod, and severe absenceis where a pugl
m sses 50% o nore d schod.

The schod will:
> Use atendance da atofind paterns andtrends o persigert and severe absence

> Ho dregu ar neetings viththe parents o chldren who the schod (and or locd autharity) cons dersto be
vunerale o aeperddently o severdy absert, to dscuss a@tendance and engagement a schod

> Provide access to wder support servicestorenove the barri ersto atendance

> M gt childreri s homes where the children are absent wthout exd anation andt he schod is unald eto
contact thefanily.

> A ways seek to support wher ever possi e s gnposting and provid ng advi ce
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8 Monitoring arrange ment s

This pdicy will bereviewed as gu dancefromthelocd aut hority o O Eis updated and as a min mnum every
three years. A everyreview the pdicy wil be approved by theful govern ng board

9. Links wth ather pdides
This pdicylinkstothefdlon ng pdides
> Child pra ecti on and sé&f eguar d ng pdicy
> Behavi our and Dsd dine Pdicy

Append x I atendance codes

The fdlowng codes aretaken fromthe O E s gu dance on schod atendance.

Code Defi niti on
/ Presen (am
\ Present (pn)
L Late arivd
B Of-dte educaiond adivity
D Dud reg g ered
J Interview
P Sporti ng activity
\% Educati ond trip o vi gt
wW Wor k experi ence
Code Defi niti on
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Scenari 0

Pupil is present & norringreg stration

Pupl is present a dtenoon reg sration

Pupl ariveslae befaeregide has d osed

Pupil is & a supervised df-dte educati ond
acti\ity approved by the schod

Pupil is atend ng a sesson & ana her setti ng
wherethey are dsoreg s ered

Pupl has anirnterview wtha prospecti ve
e npl oyer/ educati ond est ablishment

Pupil is partid patingin a supervi sed sporti ng
activity approved by the schod

Pupil is on an educationd vigt/trip organ sed, o

approved, bythe schod

Pupil is on a work experi ence d acenent

Scenari o

Aut hori sed absence



Page 1

Code

Aut hori sed | eave o absence

Exd uded

Aut hori sed hdi day

Ill ness

Med cd/dentd appd rnt nent

Reli g ous observance

S udy | eave

Gypsy, Roma andtravdl er absence

Pupil has been ganted aleave d absence dueto
exceptiond drcurrst ances

Pupil has been exd uded but no dternative
provi s on has been nade

Pupil has been dlowedto go on hdiday dueto
exceptiond drcunstances

Schod has been naifiedthat a pupl wll be
absent duetoill ness

Puplisa a nedcd a dentd appa it ment

Pupl istaki ng part in a day of rdigous
observance

Year 11 pugl is on study | eave duringther
pubic exaninati ons

Pupl fromatravdl e commurityistravdling as
agreed wththe schod

Unaut hori sed absence

Unaut hori sed hdi day

Reason na provided

Unaut hori sed absence

Arrivd dte reg gration

Defi nti on

Not requiredto bein schod

Pupil is on a hdiday tha was na approved by the
schod

Pupil is absert fa an unknown reason (tHs code
shod d be anmended when the reason ener ges,
or red aced wth code Oif noreasonfa absence
has been provided dte areasonal e anount o
ti me)

Schod is na saidied wthreasonfa pugl's
absence

Pupil arived & schod dte thereg s e dosed

Scenari 0

Pupil d non-conpu sory schod ageis na
requredto atend
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Unab eto atend due to excepti ond
drcumnst ances

Pupl na on admss onregster

H anned schod d osure

Schod dteisdosed thereis dsrupiontotravd
as aresut d alocd/naiond energency, o pugl
isin cust ody

Red ster se up bu pupl has na yet janedthe
schod

Who e o partid schod dosure dueto hdf-
ter mbank hdiday/l NSET day



