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Section 1 Vision and Scope

At The Collegiate Trust, our missionisto collaborate to deliver an Exceptional Education for All and our schools
share a common belief that this comprises an academically rigorous curriculum, the opportunities for pupils to
engage in creative and cultural learning and the development of personal skills and qualities that will enable
future success.

Our strong culture of ambition, focussed clearly on PEOPLE and LEARNING, ensures the best interests of all
those in our communities are always at the heart of our decision-making.

We know that being in school allows pupils to learn and achieve well and also provides then with very important
social interaction with their peers. It creates a vital sense of community and belonging. Good attendance and
punctuality are vital for success at school, and to establish positive life habits that are necessary for future
success.

This policy aims to outline the mechanisms at school level to support attendance through a child’s school
career.

Section 2 Links to other Policies and Guidance

2.1 School Policies

e Safeguarding policy
e Behaviour policy
2.2 Trust Policies
TCT Safeguarding Policy

2.3 Legislation and Guidance

This policy meets the requirements of the working together to improve school attendance from the Department
for Education (DfE), and refers to the DfE’s statutory guidance on school attendance parental responsibility
measures. These documents are drawn from the following legislation setting out the legal powers and duties
that govern school attendance:

e Part 6 of The Education Act 1996

e Part 3 of The Education Act 2002

e Part 7 of The Education and Inspections Act 2006

e The Education (Pupil Registration) (England) Regulations 2006 (and 2010, 2011, 2013, 2016 amendments)

e The Education (Penalty Notices) (England) (Amendment) Regulations 2013

It also refers to:

e Keeping Children Safe in Education

e Mental health issues affecting a pupil's attendance: guidance for schools

e Equality Act 2010 (legislation.gov.uk)

This policy also complies with our Trust’s funding agreement and articles of association.



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/2013/757/regulation/2/made
https://www.legislation.gov.uk/uksi/2013/757/regulation/2/made
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
https://www.gov.uk/government/publications/mental-health-issues-affecting-a-pupils-attendance-guidance-for-schools
https://www.legislation.gov.uk/ukpga/2010/15/contents

Section 3 Roles and Responsibilities

All members of staff within our school have a role to play in valuing good attendance and promoting the welfare
of children. All staff should notify the DSL if they are concerned about patterns of non-attendance for a child at
the school. At The Collegiate Trust, attendance matters to all stakeholders, and we have carefully identified staff
and leaders with specific roles and responsibilities below.

3.1 Parents/carers

Make sure their child attends school every day on time.

Contact the school to report their child’s absence before the start of the school day (see school
procedures in Appendix 3) on the day of the absence and each subsequent day of absence and advise
when they are expected to return.

o Ifthe school cannot reach any of the pupil’s emergency contacts, the school may carry out a
home visit, where members of the DSL team visit the home to ascertain the pupil’s safety and
reason for absence (further information in Appendix 3)
Provide the school with more than 1 emergency contact number for their children.

Ensure that, where possible, appointments for their child are made outside of the school day.
Ensure that no holidays are booked during term time.

Schools will work with parents and carers to proactively support this collective responsibility.

3.2 School admin staff

Will take calls from parents/carers about absence on a day-to-day basis and record it on the school
system.

Will transfer calls from parents/carers to relevant colleagues in order to provide them with more
detailed support on attendance.

Make a sickness return to the local authority if a pupilis recorded in the attendance register as absent
using code | (unable to attend because of sickness) and there are reasonable grounds to believe the
pupil will have to miss 15 consecutive school days or more for illness or the pupil’s total number of
school days missed during the current school year because of illness (whether consecutive or
cumulative) will reach or exceed 15 school days

Make an attendance returnto the local authority if the names and addresses of all pupils of compulsory
school age who fail to attend schoolregularly or have been absentfor a continuous period of ten school
days where their absence has been recorded with one or more of the codes statistically classified as
unauthorised (G, N, O, and/or U)

Work with the LA to add new pupils and deletion returns

Will use Arbor to record attendance, ensuring that there is a clear record of any register amendments
(showing date, reason, and person making the change)

3.3 School tutor/class teacher

All class teachers/form tutors are responsible for recording attendance on a daily basis, using the correct
codes, and submitting this information to the school office.

These colleagues should be the first point of contact should the school need to be aware of any need or

support required for the child to enable them to be in school.
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3.4 School’s Attendance Champion

Strategic Leadership:

Develop and implement a whole-school attendance strategy aligned with the school's improvement
plan.

Lead and manage the attendance team, providing guidance and support to ensure effective delivery of
attendance initiatives.

Ensure that attendance is a priority across the school, with clear expectations communicated to staff,
students, and parents.

Regularly review and refine attendance procedures in collaboration with SLT to ensure best practices are
followed.

Data Management and Analysis:

Monitor and analyse attendance data to identify patterns and trends, particularly focusing on vulnerable
groups such as students with special educational needs, those eligible for free school meals, and
childrenin need.

Provide regular attendance reports to SLT and governors, highlighting areas of concern and progress.
Utilise data to inform targeted interventions and track their effectiveness.

Intervention and Support:

Develop and implement intervention strategies for students at risk of persistent absence, including
personalised support plans.

Coordinate and lead attendance panels, involving parents, students, and relevant staff to address
attendance issues.

Liaise with external agencies, such as local authority attendance teams and social services, to provide
additional support where necessary.

Ensure that safeguarding concerns related to attendance are promptly addressed in line with school
policies.

Communication and Engagement:

Establish and maintain effective communication channels with parents and carers regarding attendance
expectations and concerns.

Promote the importance of regular attendance through school newsletters, meetings, and events.
Work collaboratively with pastoral and safeguarding teams to support students facing barriers to
attendance.

Compliance and Legal Procedures:

Ensure accurate and timely completion of attendance registers and codes, adhering to statutory
requirements. Attendance codes should be finalised within 5 working days.

Manage/oversee the legal process for pupil with poor attendance, including working with WPA to issuing
penalty notices and liaising with local authorities as required.

Maintain up-to-date knowledge of attendance legislation and ensure school policies are compliant.

3.5 Education Attendance Service WPA

Regular monitoring of absence levels across the whole school, and at individual pupil level, particularly
persistent absentees (PA) and vulnerable groups

Lead school-based strategies and interventions — meetings in school, re-integration programmes,
meetings with parents, report and monitoring systems

Visit parents at their home address to increase engagement or to investigate safeguarding concerns —
announced and unannounced.

Complete and request Penalty Notices in line with the Local Authority and DfE Protocols.

Meet regularly with school staff to review attendance and agree action plan towards improvements.
Provide advice and guidance on the school’s attendance processes and share good practice.
Support the school in identifying the attendance of vulnerable groups and recommending actions for
improvement.

Complete documentation for cases to be progressed to the Local Authority for consideration of legal
proceedings.

Refer to social care and other supporting agencies when necessary.

Attend multi-agency meetings for cases open to the EWO as required.

Provide reports to the school summarising attendance data and EWO casework.




3.6 Designated Safeguarding Lead
e Closely monitor the attendance of vulnerable groups, especially children in public care, children on the
Child Protection Register, young offenders, and pupils with high mobility factors.
e Inform a pupil’s social worker or youth offending team worker if there are unexplained absences from
school.

3.7SENDCO

e Work in partnership with parents/carers to develop specific support approaches for attendance for
pupils with special educational needs and disabilities, including, where applicable, ensuring the
provision outlined in the pupil’s education, health and care plan is accessed.

e Provide SLT with timely information about attendance of pupils with SEND.

e  Work in partnership with families to help support routines where school transport is regularly being
missed and work with other partners to encourage the scheduling of additional support interventions or
medical appointments outside of the main school day.

e Establish strategies for removing the in-school barriers these pupils face, including considering support
or reasonable adjustments for uniform, transport, routines, access to support in school and lunchtime
arrangements.

e Consider adjustments to practice and policies to help meet the needs of pupils who are struggling to
attend school, as well as making formal reasonable adjustments under section 20 of the Equality Act
2010 where a pupil has a disability. Any adjustments should be agreed by, and regularly reviewed with
the pupil and their parents.

e Ensure joined up pastoral care is in place where needed and consider whether a time-limited phased
return to school would be appropriate.

3.8 Principal
e Ensure school staff receive adequate training on attendance.

Implement this policy at the school.

Ensure that attendance is discussed weekly at SLT meetings.

Monitor school-level absence data and reporting it to governors half termly.
Support staff with monitoring the attendance of individual pupils.

Monitor the impact of any implemented attendance strategies.

Issuing fixed-penalty notices, where necessary.

w
©
-
@
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Ensure each TCT school has an attendance policy that meets DfE requirements and is reviewed annually.
Support school leaders to record attendance accurately in the register (see Appendix 1) and share the
required information with DfE and local authorities.

o Work effectively with local partners to help remove the barriers to attendance that go beyond the school
gates, including building strong links with local statutory services (including social care, health and
police) and the voluntary and community sector.

e Ensure each pupil has at least two emergency contact numbers.

e Toidentify and monitor attendance patterns across the schools to identify common issues and barriers.

e Ensure school staff receive adequate training on attendance.

e Paying particular attention to attendance of pupil cohorts within their school that have historically had
poor attendance or that face entrenched barriers to attendance. This should be specific to the school’s
context, but may include pupils who have a social worker, are from a background or ethnicity where
attendance has historically been low, have a long-term medical condition, special educational needs or
a disability, or are eligible for free school meals.

o Will have a member of the LBG who champions attendance at school level.

3.10 Trust Board
e Regularly reviewing attendance data at board meetings. This should include thorough examination of
recent and historic trends at a school level as well as benchmarking to comparator schools within the
trust, local authority area, region and nationwide.
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e Recognise that absence is a symptom and that improving pupil’s attendance is part of improving the
pupil’s overall welfare. This can be achieved by prioritising attendance in strategies, such as raising
attainment, behaviour and combatting bullying, special educational needs and disabilities, wellbeing,
and safeguarding.

e Paying particular attention to attendance of pupil cohorts within their school(s) that have historically had
poor attendance or that face entrenched barriers to attendance. This should be specific to the school’s
context, but may include pupils who have a social worker, are from a background or ethnicity where
attendance has historically been low, have a long-term medical condition, special educational needs or
a disability, or are eligible for free school meals.

e To identify and monitor attendance patterns across the Trust schools to identify common issues and
barriers and to share effective practice between schools.

e Will have a Trustee who champions attendance across the Trust.

The Collegiate Trust have a Trust Educational Psychologist who will work with families to understand the
causes or barriers to attendance. School leaders will direct this support, where needed and necessary.

Section 4 Absence - planned and unplanned

Every half-day absence from school must be recorded and classified with a code by the school, as either
authorised or unauthorised. Only the school can make this decision and record it. Therefore, information about
the cause of any absence is always required. Acceptable reasons for a child’s absence from school can include
sickness, hospital appointments, recognised religious holidays and funerals. Medical and dental appointments
should be arranged outside of the school day, if possible. Where this is not possible, we would expect pupils to
miss only part of the day.

Where the absence is longer than 5 days, or there are doubts about the authenticity of the illness, the school
will ask for medical evidence, such as a doctor’s note, prescription, appointment card or other appropriate
form of evidence. We will not ask for medical evidence unnecessarily. If the school is not satisfied about the
authenticity of the illness, the absence will be recorded as unauthorised and parents will be notified of this in
advance.

If parents or carers need to remove their child from the school for any reason, they must complete an Application
for Pupil Leave of Absence Request form (See Appendix 2). No absences for holidays should be authorised,
unless in extreme or exceptional circumstances. Permission for absence will only be given if there are
extenuating circumstances.

The Principal will only grant a leave of absence to a pupil during term time if the request meets the specific
circumstances set out in the 2024 school attendance regulations. These circumstances are:

e Taking partin aregulated performance, or regulated employment abroad

e Attending an interview
e Study leave
e Atemporary, time-limited part-time timetable

e Exceptional circumstances

A leave of absence is granted at the Principal’s discretion, including the length of time the pupil is authorised to
be absent for. As a leave of absence will only be granted in exceptional circumstances, it is unlikely a leave of
absence will be granted for the purposes of a family holiday. The school considers each application for term-
time absence individually, taking into account the specific facts, circumstances and relevant background
context behind the request.

Other valid reasons for authorised absence include (but are not limited to):
e |llness (including mental-health illness) and medical/dental appointments



https://www.legislation.gov.uk/uksi/2024/208/made#:~:text=11.,an%20%E2%80%9Cauthorised%20person%E2%80%9D).&text=(b)regulated%20employment%20abroad.

o Religious observance — where the day is exclusively set apart for religious observance by the religious
body to which the pupil’s parent(s) belong(s). If necessary, the school will seek advice from the parent’s
religious body to confirm whether the day is set apart

e Parent(s) travelling for occupational purposes - this covers Roma, English and Welsh gypsies, Irish and
Scottish travellers, showmen (fairground people) and circus people, bargees (occupational boat
dwellers) and new travellers. Absence may be authorised only when a traveller family is known to be
travelling for occupational purposes and has agreed this with the school, butitis not known whether the
pupil is attending educational provision

o |[fthe pupilis currently suspended or excluded from school (and no alternative provision has been made)

e Other reasons the school may allow a pupil to be absent from the school site, which are not classified
as absences, include (but are not limited to):
e Attending an offsite approved educational activity, sporting activity or visit or trip arranged by the school

e Attending another school at which the pupil is also registered (dual registration)
e Attending provision arranged by the local authority
e Attending work experience

e |f there is any other unavoidable cause for the pupil not to attend school, such as disruption to travel
caused by an emergency, a lack of access arrangements, or because the school premises are closed

For more information see Appendix 1 Attendance Codes

Section 5 Persistent and severe absence

Where absence escalates and pupils miss 10% or more of school (equivalent to 1 day or more a fortnight across
a full school year), this is known as persistent absence.

Severe absence is when a pupil misses 50% or more of school. This level of absence will be impactful in terms
of educational outcomes and social/ peer group interaction.

Schools will work to put additional targeted support in place to remove any barriers to attendance and reengage
these pupils. The Trust Educational Psychologist willwork with schools and relevant services for severely absent
pupils, to make this group the top priority for support. Some of these pupils may be finding it more difficult to be
in school or face bigger barriers to their regular attendance and as such are likely to need more intensive support
across a range of partners. The school will work in partnership with parents/ carers and the pupil to understand
any perceived barriers to support pupils to be in school.

Referrals for a full children’s social care assessment will be made if all avenues of support and intervention have
been implemented, but severe absence for unauthorised reasons continues, it is likely to constitute neglect.

Re-integration following Long-term Absence. Where a pupil has been absent for a prolonged period, perhaps
due toillness, the school will:

¢ Welcome the pupil back to the school and value their return.

¢ Provide support for the pupil in consultation with parents/carers to enable a successful return to the school.

* Ensure that all relevant staff are informed of the circumstances.

e Work with other agencies, where appropriate, to ensure a successful outcome.

e Consider a personalised programme of return, if appropriate.

¢ Nominate a key member of staff to monitor and review the pupil’s return.

Section 6 Why attendance matters
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We know that being in school allows pupils to learn and achieve well and also provides then with very important
social interaction with their peers. It creates a vital sense of community and belonging.

Good attendance and punctuality are vital for success at school, and to establish positive life habits that are
necessary for future success.

Through regular attendance, pupils can:
e Build friendships and allow young people to feel part of a community
o Develop life skills and self-discipline
e Engage in learning and enjoy academic success
e Minimise the risk of engaging in anti-social behaviour or feeling isolated.

We should not underestimate the importance of excellent attendance and being punctual. Even one day missed
can have a negative effect on learning;:

Getting 90% in a test or examination would normally be considered a good result. In attendance terms, however,
having around 90% attendance can have damaging consequences for a young person’s future. The government
callthis group of pupils persistently absent. Friendships can be affected by persistent absence, too: it canbe
hard for a child who misses lots of school to form relationships with their classmates.

At The Collegiate Trust, our goal is for all our pupils to have good attendance, even when they are experiencing
challenging circumstances. Through effective support and working closely with families, we can ensure every
child maximises their opportunities.

The table below provides an example of the impact of lost learning through pupil absence with a focus on days
lost:

Attendance % Number of days absent Approximate weeks of absence
95% 9.5 2
90% 19 4
80% 38 8
70% 57 12

Section 7 How can school help?

Although school has a responsibility to liaise closely with the Local Authority (LA) and provide information which
may be required to support legal action, our aim is to prevent this from being necessary. At The Collegiate Trust,
we pride ourselves on our ability to support families and help young people to succeed. We have the will and
expertise to help and even in specialist circumstances where we are unable to help, we can signpost you to the
right services and supportyou in this process. If you are experiencing difficulties with your child, and you haven’t
kept school informed, please pick up the phone and ask to speak to a member of staff — we are here to support
you and we want to listen.

Section 8 How parents/ carers can support?

As a Trust, we firmly believe in an ‘Exceptional Education for All’ and this involves removing any barriers to
attendance and working closely with families to support.

What can parents do to support:

e Support your child in developing healthy routines and habits around sleep so that they can be punctual
to school.

e Teach your child that attending school is essential for future success and for building peer group
relationships.




e Support your child in identifying extra-curricular activities at school that link to an area of personal
interest.
e Speaktoanappropriate member of staff if there are any perceived barriers in your child attending school.

Section 9 How we monitor Attendance

Individual schools monitor attendance and absence data half-termly, termly and yearly across the school and
at an individual pupil level. They identify whether or not there are particular groups of children whose absences
may be a cause for concern and consider what supportive/preventative mechanisms will be implemented.

Pupil-level absence data will be collected each term and published at national and local authority level through
the DfE's school absence national statistics releases. The underlying school-level absence data is published
alongside the national statistics. The school will compare attendance data to the national average and share
this with the local governing body.

This information is disseminated at Trust Board level to recognise any patterns, trends or areas for support.

Section 10 How we Analyse Attendance

The school will analyse attendance and absence data regularly to identify pupils or cohorts that need additional
supportwith their attendance and use this analysis to provide targeted support to these pupils and their families.
They will look at historic and emerging patterns of attendance and absence, and then develop strategies to
address these patterns.

The school will provide regular attendance reports to class teachers/form tutors and other school leaders, to
facilitate discussions with pupils and families. They will use data to monitor and evaluate the impact of any
interventions putin place in order to modify them and inform future strategies.

This information is disseminated at Trust Board level to recognise any patterns, trends or areas for support.

Section 11 Escalation Processes

Under Section 7 of the Education Act 1996, all children of compulsory school age (between 5-16) must receive
a suitable full-time education. As a parent, you are responsible for ensuring that this happens, either by
registering your child at a school or by making appropriate alternative arrangements. A parent who fails in this
duty is guilty of an offence under Section 444(1) of this act.

A child is of compulsory school age when they are five and ceases to be on the last Friday in June of the school
year in which he/she reaches their 16th birthday.

Once you have registered your child at a school, you are also legally responsible for ensuring that your child
attends school regularly. If you fail to do this — even if your child truants without your knowledge — legal action
can be taken against you by the Local Authority.
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Providing support first before attendance legal intervention

Voluntary support

Working in partnership with pupils and parents to support in school, helping parents to
access services of their own accord and/or a voluntary whole family plan to

tackle barriers to attendance.

v

!

v

Formal support Attendance Statutory children’s
prosecution social care
A formal attendance involvement

contract agreed between
the pupil, parent, school
and/or local authority.

Progressing to a legally
binding Education
Supervision Order in the
Family Court if there is
non-engagement and
deemed necessary.

Where all other routes
have failed or not
deemed appropriate the
case may be considered

for a penalty notice in
line with the National
Framework or
attendance prosecution
in the Magistrates Court.

Where there are
safeguarding concerns
and an Education
Supervision Order is not
appropriate or has not
been successful, the
case should be
considered for s.17 or
s.47 statutory social care

v

Improved
attendance

intervention.

v y A 4

Improved attendance

For more information about escalation processes - see link below:
Working together to improve school attendance (applies from 19 August 2024) (publishing.service.gov.uk)

11.1 Attendance Contracts

An attendance contract is a formal written agreement between a parent and either the school or local authority
to address irregular attendance at school or alternative provision. An attendance contract is not legally binding
but allows a more formal route to secure engagement with support where a voluntary early help plan has not
worked or is not deemed appropriate. An attendance contract is not a punitive tool, it is intended to provide
support and offer an alternative to prosecution. Parents cannot be compelled to enter an attendance contract,
and they cannot be agreed in a parent’s absence. There is no obligation on the school or local authority to offer
an attendance contract, and it may not be appropriate in every instance, but TCT schools will always explore an
attendance contract before moving forward to an education supervision order or prosecution.

The aim from the outset should be for the parent/ carer, and the pupil where they are old enough, the school and
the local authority to work in partnership. Where a school and/or local authority decide to use an attendance
contract, a meeting should be arranged with the parent(s). It should include the pupil if they are old enough to
understand. The meeting should explain the purpose of an attendance contract and why using one would be
beneficial in the family’s circumstances. The parent(s) should be asked to outline their views on the pupil’s
attendance at school, any underlying issues and how they believe these should be addressed. The meeting
should also allow them to share their views on the idea of an attendance contract and what type of support they
think would be helpful to secure the pupil’s regular attendance. Where a parent fails to attend the meeting
without good reason or notification, further attempts should be made to contact them and arrange another
meeting but all attempts at support should be recorded.

Failure by the parent, school, or local authority to keep to the terms of the attendance contract cannot lead to
action for breach of contract or for civil damages. There is no criminal sanction for a parent’s failure to comply



https://assets.publishing.service.gov.uk/media/65f1b048133c22b8eecd38f7/Working_together_to_improve_school_attendance__applies_from_19_August_2024_.pdf

with, or refusal to sign, an attendance contract. If the pupil’s irregular attendance continues or escalates to the
point where prosecution is deemed appropriate, however, any failure or refusal may be presented as evidence
in the case. It is therefore important that any non-compliance with the contract is recorded so that it can be
presented in court if necessary.

See Appendix 5 for example of sample Attendance Contract.

11.2 Education Supervision Orders

Where a voluntary early help plan, or formal attendance contract has not been successful, an Education
Supervision Order (ESO) can be a useful alternative to provide formal legal intervention without criminal
prosecution. In deciding whether to progress to an ESO, the school and local authority should have exhausted
voluntary support and be clear that making the order would be beneficial for the pupil and parent. Where
safeguarding concerns exist, the lead practitioner should also discuss with the school’s desighated
safeguarding lead and children’s social care services and agree an ESO would be a more suitable option than a
s.17 (Childrenin Need) or s.47 (Child Protection) plan. In all cases, local authorities must fully consider using an
ESO before moving forward to prosecution. ESOs are made through the Family or High Court, rather than
Magistrates Court. They give the local authority a formal role in advising, helping and directing the pupil and
parent(s) to ensure the pupil receives an efficient, full-time, suitable education. For the duration of the ESO, the
parent’s duties to secure the child’s education and regular attendance are superseded by a duty to comply with
any directions given by the local authority under the ESO.

The order initially lasts for one year, but extensions can be secured within the last 3 months for a period of up to
3years at atime.

See section 155 onwards for the ESO process:
Working together to improve school attendance (applies from 19 August 2024) (publishing.service.gov.uk)

11.3 Attendance Prosecution

If a child of compulsory school age fails to attend regularly at a school at which they are registered, or at a place
where alternative provisionis provided for them, their parents may be guilty of an offence and can be prosecuted
by the local authority. Prosecution in the Magistrates Courtis the last resort where all other voluntary and formal
support or legal intervention has failed or where support has been deemed inappropriate in the circumstances
of the individual case. Where it is decided to pursue prosecution, only local authorities can prosecute parents
and they must fund all associated costs, including in the preparation of court documentation.

Local authorities have the power to prosecute:

¢ Parents who fail to comply with a school attendance order issued by the local authority to require a parent to
get their child registered at a named school (under section 443 of the Education Act 1996). This may resultin a
fine of up to level 3 (£1,000).

¢ Parents who fail to secure their child’s regular attendance at a school, for which there are 2 separate offences:
section 444(1) where a parent fails to secure the 53 child’s regular attendance; and section 444(1A) where a
parent knows that the child is failing to attend school regularly and fails to ensure the child does so. The section
444(1) offence may result in a fine of up to level 3 (£1,000) and the section 444(1A) offence my resultin a fine of
up to level 4 (£2,500), and/or a community order or imprisonment of up to 3 months.

¢ Parents who fail to secure the regular attendance of their child at a place where the local authority or governing
body has arranged alternative provision (under sections 444 and 444ZA). This may result in a fine of up to level 3
(£1,000), or if the parent is found to have known the child was not attending regularly and failed to ensure that
they did so, a fine of up to level 4 (£2,500), and/or a community order or imprisonment of up to 3 months.

¢ Parents who persistently fail to comply with directions under an Education Supervision Order (under Schedule
3 to the Children Act 1989) or breach a Parenting Order or directions under the order (under section 375 of the
Sentencing Act 2020). These may result in a fine of up to level 3 (£1,000).
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11.4 Parenting Orders

Parenting orders are an ancillary order that can be imposed by the Court following conviction for non-attendance
alongside a fine and/or community order. Parents’ agreement is not required before an order is made. They may
be appropriate where the parent has not engaged in support to improve their child’s attendance and where
compulsion to do so would help change parental behaviour.

The order requires a parent to comply with the arrangements specified in the order by the Court which can
include a requirement for parents to attend counselling or guidance sessions (e.g. parenting education or
parenting support classes) where they will receive help and support to enable them to improve their child’s
attendance for up to 3 months. All parenting orders must specify a ‘responsible officer’ which will be named on
the order. This should be the most appropriate lead practitioner working with the family.

11.5 Penalty Notices and National Threshold

Penalty notices are issued to parents as an alternative to prosecution where they have failed to ensure that their
child of compulsory school age regularly attends the school where they are registered or, in certain cases, at a
place where alternative provision is provided. Penalty notices can be used by all schools (with the exception of
independent schools) where the pupil’s absence has been recorded with one or more of the unauthorised codes
and that absence(s) constitutes an offence.

A penalty notice can be issued to each parent liable for the offence or offences. They should usually only be
issued to the parent or parents who have allowed the absence (regardless of which parent has applied for a leave
of absence). Penalty notices are intended to prevent the need for court action and should only be used where it
is deemed likely to change parental behaviour and support to secure regular attendance has been provided and
has not worked or been engaged with, or would not have been appropriate in the circumstances of the offence
(e.g. an unauthorised holiday in term time).

Penalty notices must be issued in line with the Education (Penalty Notices) (England) Regulations 2007, as
amended and can only be issued by a headteacher or someone authorised by them (a deputy or assistant head),
a local authority officer or the police. They must also be issued in line with Local Codes of Conduct which are
drawn up and maintained by each local authority.

Where a penalty notice is issued by someone other than a local authority officer, the person issuing the penalty
notice is expected to check with the local authority before doing so and must also send them copies of any
penalty notices issued.

A penalty notice may also be issued where parents allow their child to be presentin a public place during school
hours without reasonable justification during the first 5 days of a fixed period or permanent exclusion. This type
of penalty notice is notincluded in the National Framework and therefore not subject to the same considerations
about support being provided or count towards the limit as part of the escalation process in the case of repeat
offences for non-attendance.

National Threshold

The threshold is 10 sessions of unauthorised absence in a rolling period of 10 school weeks. A school week
means any week in which there is at least one school session. This can be met with any combination of
unauthorised absence (e.g. 4 sessions of holiday taken in term time plus 6 sessions of arriving late after the
register closes all within 10 school weeks). These sessions can be consecutive (e.g. 10 sessions of holiday in
one week) or not (e.g. 6 sessions of unauthorised absence taken in 1 week and 1 per week for the next 4 weeks).
The period of 10 school weeks can also span different terms or school years (e.g. 2 sessions of unauthorised
absence in the Summer Term and a further 8 within the Autumn Term). It is up to the TCT school to consider
whether a penalty notice is appropriate in each individual case where one of their pupils reaches the national
threshold for considering a penalty notice.

If a TCT school becomes aware that the threshold has been reached, they will make the following
considerations to decide whether to issue a penalty notice in each individual case.




e Is support appropriate in this case? If yes, schools are expected to continue with the existing support without
a penalty notice or issue a Notice to Improve if that support is not working or is not being engaged with.

A penalty notice can be issued if either has not worked. If no, for example a holiday in term time, a penalty
notice should be issued subject to the other conditions below.

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

¢ |sissuing a penalty notice in this case appropriate after considering any obligations under the Equality Act 2010
such as where a pupil has a disability?

Section 12 Modified timetables/ Part time timetables

In very exceptional circumstances, where it is in a pupil’s best interests, there may be a need for a school to
provide a pupil of compulsory school age with less than full-time education through a temporary part-time
timetable to meet theirindividual needs. Forexample, where a medical condition prevents a pupil from attending
school or another setting full-time and a part-time timetable is used to help the pupil access as much education
as possible. A part-time timetable should not be used to manage a pupil’s behaviour. If this strategy is being
used the TCT Paperwork, including risk assessments, will be utilised and kept under review. The modified
timetable will:

e Have the agreement of both the school and the parent the pupil normally lives with.

e Have aclear ambition and be part of the pupil’s wider support, health care or reintegration plan.

e Haveregularreview dates which include the pupil and their parents to ensure itis only in place for the
shortest time necessary.

e Have a proposed end date that takes into account the circumstances of the pupil, after which the pupil
is expected to attend full-time, either at school or alternative provision. It can, however, be extended as
part of the regular review process. In some limited cases, a pupil with a long-term health condition may
require a part time timetable for a prolonged period.

Section 13 Elective Home Education

Elective home education is a term used to describe a choice by parents/carers to provide education for their
children at home or in some other way they desire, instead of sending them to school full-time. This is different
to education provided by alocal authority otherthan at a school, forexample for children who are tooill to attend
school.

Deciding to educate your child at home instead of sending him or her to school is a step which should not be
taken lightly. It will mean a major commitment of your time, energy and money. Think hard before making a final
decision. Itis especially important that you as parents/carers consider the nature of the education you intend to
provide for your child before you begin to teach him or her at home. Think about the curriculum you will provide,
and whether it will allow your child to reach his or her potential now and, in the future, including whether you
expect your child to sit public examinations such as GCSEs or not. Also consider whether home education is in
your child’s overall best interests, including their social development

Elective home education: guide for parents (publishing.service.gov.uk)

If parents/ carers wish to educate their child at home, please contact the school in the first instance to formally
discuss this request. This is particularly important for children in years 10 and 11 who are already preparing for
public examinations. It is also unwise to consider temporary home education as a means of getting your child
into a school other than the one he or she is currently registered at.
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Appendix 1 Attendance Codes

The following codes are taken from the DfE’s guidance on school attendance.

Code

C1

J1

C2

Definition
Present (am)
Present (pm)

Late arrival

Scenario
Pupilis present at morning registration
Pupilis present at afternoon registration

Pupil arrives late before register has closed

Attending a place other than the school

Attending education provision
arranged by the local authority

Attending an educational visit or
trip

Participating in a sporting activity

Attending work experience

Attending any other approved
educational activity

Dual registered

Pupilis attending a place other than a school at
which they are registered, for educational
provision arranged by the local authority

Pupilis on an educational visit/trip organised or
approved by the school

Pupil is participating in a supervised sporting
activity approved by the school

Pupil is on an approved work experience
placement

Pupil is attending a place for an approved
educational activity that is not a sporting
activity or work experience

Pupil is attending a session at another setting
where they are also registered

Absent - leave of absence

Participating in a regulated
performance or undertaking
regulated employment abroad

Medical/dental appointment

Interview

Study leave

Not required to be in school

Part-time timetable

Exceptional circumstances

Pupil is undertaking employment (paid or
unpaid) during school hours, approved by the
school

Pupilis at a medical or dental appointment

Pupil has an interview with a prospective
employer/educational establishment

Pupil has been granted leave of absence to
study for a public examination

Pupil of non-compulsory school age is not
required to attend

Pupilis not in school due to having a part-time
timetable

Pupil has been granted a leave of absence due
to exceptional circumstances



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

Absent - other authorised reasons

Y1

Y2

Y3

Y4

Y5

Y6

Y7

Parent travelling for occupational
purposes

Religious observance

Illness (not medical or dental
appointment)

Suspended or excluded

Pupil is a ‘mobile child’ who is travelling with
their parent(s) who are travelling for
occupational purposes

Pupil is taking part in a day of religious
observance

Pupil is unable to attend due to illness (either
related to physical or mental health)

Pupil has been suspended or excluded from
school and no alternative provision has been
made

Absent —unable to attend school because of unavoidable cause

Lack of access arrangements

Transport not available

Widespread disruption to travel

Part of school premises closed

Whole school site unexpectedly
closed

Criminal justice detention

Public health guidance or law

Any other unavoidable cause

Pupil is unable to attend school because the
local authority has failed to make access
arrangements to enable attendance at school

Pupilis unable to attend because school is hot
within walking distance of their home and the
transport normally provided is not available

Pupil is wunable to attend because of
widespread disruption to travel caused by a
local, national or international emergency

Pupil is unable to attend because they cannot
practicably be accommodated in the part of
the premises that remains open

Every pupil absent as the school is closed
unexpectedly (e.g. due to adverse weather)

Pupilis unable to attend as they are:
e Inpolice detention

e Remanded to youth detention, awaiting
trial or sentencing, or

° Detained wunder a sentence of
detention

Pupil’s travel to or attendance at the school
would be prohibited under public health
guidance or law

To be used where an unavoidable cause is not
covered by the other codes

Absent - unauthorised absence

Gossops Green Attendance Policy

15 | Page




Holiday not granted by the school

Reason for absence not yet
established

Absent in other or unknown
circumstances

Arrived in school after
registration closed

Pupilis absent for the purpose of a holiday, not
approved by the school

Reason for absence has not been established
before the register closes

No reason for absence has been established,
or the school isn’t satisfied that the reason
given would be recorded using one of the codes
for authorised absence

Pupil has arrived late, after the register has
closed but before the end of session

Administrative codes

Prospective pupil not on
admission register

Planned whole-school closure

Pupil has not joined school yet but has been
registered

Whole-school closures that are known and
planned in advance, including school holidays

The School Attendance (Pupil Registration) (England) Regulations 2024 (legislation.gov.uk)

Appendix 2 Application for Pupil Leave of Absence



https://www.legislation.gov.uk/uksi/2024/208/regulation/10/made

This form is available online at - Application for Pupil Leave of Absence 2025-2026

The Education (Pupil Registration) (England) Regulations 2006 make clear that a Principal may not grant any
leave of absence during term time unless there are exceptional circumstances. The Principal should determine
the number of school days a child can be absent from school if the leave is granted. Exceptional circumstances
are defined as:

= | eave for a bereavement of a close family member is usually considered an exceptional circumstance but for
the funeral service only, not extended leave.

= | eave tovisit family members are also not normally granted during term time. Students may however need time
to visit seriously ill relatives.

= | eave for important religious observances but only for the ceremony and travelling time, not extended leave.
This is intended for one-off situations rather than regular or recurring events.

= | eave which takes the needs of the families of service personnel into account if they are returning from long
operational tours that prevent contact during scheduled holiday time.

= | eave which makes reasonable adjustments for pupils with special educational needs or disabilities.

= | eave for families who may need time together to recover from trauma or crisis.

The Principal will take into account a pupil’s previous record of attendance when making decisions. It is
important to note that the Principal can determine the length of the authorised absence as well as whether the
absence is authorised at all. This form should be completed to enable the Principal to decide whether to
authorise the application for leave. Authorising leave from the school is at the discretion of the Principal. If the
leave is taken without the authorisation of the Principal, a Penalty Notice for unauthorised absence may be
issued.

Parental application

Pupil’s date of

Name of pupil birth

Name of TCT School Gossops Green Primary School

Year group and class

Dates of requested From: To:
absence

Number of days
requested (weekdays
only)

Reason for exceptional
absence:

Parent/ Carer Name, Name Relationship
relationship to child and
signature Signature

Office use only Attendance percentage

Recommendation of Senior Attendance Lead

Agreed - circle YES/ NO

Response

Gossops Green Attendance Policy 17 | Page



https://forms.office.com/Pages/ResponsePage.aspx?id=4lscPmsmc06uevDk0-3ul4uLBX3KnpFCgsUOWMrR48xUMzkyMFM2TlhTVjlISzVEQzg5REZDRjY3Wi4u

Dear Parent/ Carer
Your requested leave of absence has been:
AGREED NOT AGREED

Comments:

If leave is taken without authorisation, then legal action for unauthorised absence may be pursued.

Signed

Principal

Date




Appendix 3 Gossops Green Primary School Procedures

Register Timings

e Pupils can arrive at school between 8:30am and 8:50am on each school day and the gates to the
school grounds are opened between 8:30am and 8:47am.

o Abellwill be rung at 8:47am, signalling that gates will be closed. Children arriving at school after this
time will need to enter the school via the main office and sign in through the Inventory System. The
system links directly to Arbor so will code the morning attendance automatically.

e Theregister forthe first session will be taken at 8:50am and will be kept open until 9am. Any pupil who
arrives at school between 8:50am and 9am, will be marked as ‘late’ (L) in the register.

¢ The morning register closes at 9am. Any child arriving at school after this time (unless for an agreed
reason such as a medical appointment) will be marked as ‘Unauthorised’ (U) for the morning session.

e The register for the afternoon session will be taken at 12:45pm for Reception and 1pm for the rest of
the school. This register will be kept open until 1:10pm.

Reporting an absence

Any request for a planned absence (other than medical or dental appointments) should be submitted as
soon as itis anticipated and, where possible, at least 2 weeks before the absence. Parents need to complete
a leave of absence request form, accessible online via Application for Pupil Leave of Absence 2025-2026.
Alternatively, a paper copy of the form can be requested from the school office.

Any unplanned absence, due to illness or unforeseen circumstances, should be reported to the school office
by 9am on the day of the absence in one of two ways:

e Byreporting the absence through the Arbor App
Or
e By leaving a message on the school absence line — phoning 01293 525449 and choosing option 1

For longer periods of absence or queries relating to absence coding, parents should contact our Attendance
Officer, Mrs Freeman, in the school office.

Reporting on Attendance

Parents can see their child’s attendance at any time on the Arbor app or Parent Portal. Attendance, including
a breakdown of lates and authorised / unauthorised sessions, is alsoincluded on termly school reports, which
are sent home to all Primary Guardians.

Following up unexplained absence

Where any pupil we expect to attend school does not attend without reason, the school will:

e Text, email and / or call the pupil’s emergency contacts on the morning of the first unexplained absence
to ascertain the reason

e |[f the school cannot reach any of the pupil’s emergency contacts, the school may carry out a home visit,
where members of the DSL team visit the home to ascertain the pupil’s safety and reason for absence.

e |f the dooris not answered, a compliments slip will be put through the door, asking parents to call the
school.

o [f there is still no contact, the school may contact social care or the police for a welfare check to ensure
the safety of the pupil.

Strategies for promoting 100% attendance and punctuality
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We appreciate that everyone is ill on occasion, but we also want to celebrate those pupils who have achieve
100% attendance. We therefore send home 100% attendance certificates at the end of each term.

Processes for dealing with truancy

If a child isidentified as truant and their whereabouts is unknown, we will encourage parents/carers to contact
the police and report their child missing.

If a child is truant and their whereabouts is known, we will make every attempt to work with parents and
support the child to return to school. This could be through nurture support or adaptation of work. We will also
work with parents to try and support them in getting their child to school safely.

Key school contacts for attendance concerns

If parents / carers are concerned about their child’s attendance, they should speak to their class teacher in
the firstinstance. Alternatively, they can contact one of the following people via office@gossopsgreen.org.uk

Nurture Team via Mrs J Browne
SENDCO, Mrs N Bracknell
Senior Leadership Team via Mrs D Bullen

WPA Education Welfare Officer, Mrs C Bulley

Name and contact details of the school’s Attendance Champion:

The school’s Attendance Champion is our Assistant Principal, Mrs Debbie Bullen. She can be contacted via
office@gossopsgreen.org.uk

Appendix 4 Flow Chart for decision making

If due to an
unauthorised holiday

If due to long period of
illness

If due to several bouts
of illness

Attendance
monitoring trigger is
reached

If unauthorised /
concerning

If initial school support
is not successful

Fixed Penalty Notice
Referral

Record on Arbor and
ask parents / carers for
medical evidence

Under 90% email

Under 90% email

Medical Evidence
Letter

Sickness return to
West Sussex (if more
than 15 days in one
school year)

Monitored by
Attendance Champion

Phone and speak to
parents - nurture
team, office or DSL
depending on
circumstances

Referral to EWO

Agreed Attendance
Contract drawn up

Sickness return to
West Sussex (if more
than 15 days in one
school year)

In school support as
required:

- Nurture

- School-refusing
support

- Breakfast Club
- Referal to DST

If not successful,

referral to Local
Authority
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Appendix 5 Attendance Contract

An attendance contract is a formal written agreement between a parent and either the school or local authority
to address irregular attendance at school or alternative provision. An attendance contract is not legally binding
but allows a more formal route to secure engagement with support where a voluntary early help plan has not
worked or is not deemed appropriate. This should be written in conjunction with the local authority.

Name of School:

Name of Pupil:

Year Group:

Date:

Time period of the contract:

Review Date:

Support required from the school What actions do the parents/carers need to take?
1. 1.
2. 2.
3. 3.

As a school, we agree to provide specified supportto | | / we agree to comply with the requirement of the
the parent/ carer to help them to fulfil this contract contract for the time specified
Signed: Signed:

Name and position: Name:

The requirements specified, and the support provided, willdepend on the individual case, and should be tailored
to the needs of the individual parent and family. There is not, therefore, a prescribed list, but requirements may
include:

¢ Measures to ensure the pupil attends school or alternative provision punctually and regularly

* Requiring the parent to attend meetings with the school and/or local authority

¢ Accessing or partaking in the support or programmes offered

¢ Working with or accessing other separate support provided to the pupil at school level (e.g. being on report)

The support provided to help the parent satisfy those requirements may include:

¢ Provision of a lead practitioner to support the family

¢ Signposting or referrals to wider local authority or health services that might support the family (e.g. housing
needs, drug and alcohol support)

e Signposting or referrals to voluntary and community sector programmes or support (e.g. foodbanks or
community support groups)

e Formalinterventions such as family group conferencing, peer mentoring or literacy classes

e Support and advisory services (e.g. benefit support)

e Formal parenting programmes (e.g. a course with a specified number of sessions)

Attendance contracts do not have a minimum or maximum duration. Each individual attendance contract
should set out the duration it will be in place, and most are for between 3 and 12 months but can be longer if
needed.

Once the requirements and support elements of the attendance contract have been agreed, the school and/or
local authority and the parent should write up the contract together and sign it. The attendance contract should
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be written in language that the parent can easily understand (including a translation where necessary). All
parties, including other partners working with the family, should be given a copy.

Non-compliance with an attendance contract
The school and/or local authority should work in partnership with the parent to gain their cooperation and
compliance throughout the attendance contract process.

Where a parent does not comply with the requirements set out in the attendance contract, the lead practitioner
should contact the parent and seek an explanation and decide whether it is reasonable, and the attendance
contract remains useful. If the explanation shows that the attendance contractis proving difficult to comply with
through no fault of the parent, then a meeting should be arranged with the parent to review and amend it. Where
no explanation is given, or the lead practitioner is not satisfied with the explanation, they should serve the
parent with a warning to explain that the attendance contract is not working and may be terminated, and
another course of action pursued, if the parent does not engage. This may be in the form of a letter, and record
of it should be kept.

If there are further instances of non-compliance, they should arrange a meeting with the parent to review the
attendance contract and discuss how it can be made to work. Following this meeting, the school and/or local
authority should decide whether the non-compliance is undermining the contract to the extent thatitis no longer
useful in which case an alternative course of action (such as a different legal intervention) would need to be
decided upon. The decision and reasons should be recorded.

Failure by the parent, school, or local authority to keep to the terms of the attendance contract cannot lead to
action for breach of contract or for civil damages. There is no criminal sanction for a parent’s failure to comply
with, or refusal to sign, an attendance contract. If the pupil’s irregular attendance continues or escalates to the
point where prosecution is deemed appropriate, however, any failure or refusal may be presented as evidence
in the case. Itis therefore important that any non-compliance with the contract is recorded so that it can
be presented in court if necessary.




