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1 Introduction

11

1.2

2.1

2.2

2.3

2.4

2.5

E-ACTs Attendance Policy details what we expect from our academies to ensure we are doing
all we can to support every child in our academies to have high attendance and, therefore,
improved chances of achieving their full potential, succeeding at school, and improving life
chances.

E-ACT expects high levels of attendance from all pupils. Good attendance is essential for all
pupils to get the most out of their school experience, including their attainment, well-being,
and wider life chances.

Background

The law gives the right for every child of compulsory school age to a full-time education
suitable to their age, aptitude, and any special educational need they may have.

Where parents/carers have decided to have their child registered at school, they have a legal
responsibility to ensure their child attends that school regularly. This means their child must
attend school every day the school is open, except for a small number of circumstances where
the child is too ill to attend, or they have been given permission for an absence in advance
from the school.

Effective schools consistently promote the benefits of good attendance, they set high
expectations for every pupil, communicate those expectations clearly and consistently to
pupils and parents, methodically analyse their data to identify patterns to target their
intervention, and work effectively with the local authority and other local partners to
overcome barriers to attendance.

The relationship between good attendance and high-quality education is recognised and this
forms the foundation to good attendance, delivered in a calm, safe and supportive
environment in which all pupils feel safe, want to attend, learn, make progress, and thrive.

We recognise that some pupils find it harder than others to attend school. Therefore, schools
need to work in partnership with pupils, parents, and relevant external support agencies to
remove any barriers to good attendance through building strong relationships and working
collaboratively to ensure the support is in place to secure good attendance to school.
Consequently, achieving good attendance cannot be approached in isolation. Effective
practices for improvement will involve a combination of academic and pastoral interventions
along with behaviour support and procedures for more vulnerable children with special
educational needs or mental health and wellbeing needs.



2.6

2.7

3.1

3.2

3.3

4.2

LWTISA

E-ACT academies are expected to use a range of effective resources, including Pupil Premium
funding to support children at risk of, or with, attendance concerns.

Attendance is a key priority for the Trust and the Trust Board. The Education Committee,
monitor attendance across the trust and the application of this policy. All staff involved in
attendance are expected to have a strong knowledge of good practice in this area and the
relevant national and local processes that support this.

Scope and application

In line with paragraph 57 of WTISA, this policy is trust-wide but is fully tailored to the needs
of each Academy including through Appendix 1.

This policy applies to the whole Academy (including the Early Years Foundation Stage (EYFS)
and/or academy Sixth Form where applicable).

This policy is designed to address the specific statutory obligations on the Academy to record
attendance and absence.

Legislation and guidance

This policy meets the requirements of the working together to improve school attendance
guidance 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.
This policy has been prepared to meet the Academy's responsibilities under:

4.1.1 Education (Independent School Standards) Regulations 2014.

4.1.2 Statutory framework for the Early Years Foundation Stage (DfE, March 2021).
4.1.3 Education and Skills Act 2008.

4.1.4 Children Act 1989.

4.1.,5 Childcare Act 2006.

4.1.6 Education (Pupil Registration Regulations) 2006.

4.1.7 Equality Act 2010; and

4.1.8 Data Protection Act 2018 and UK General Data Protection Regulation (UK GDPR)
This policy has regard to the following guidance and advice:

4.2.1 (WTISA) Working together to improve school attendance?® (DfE, September 2022).

4.2.2 Summary table of responsibilities for school attendance (via WTISA above) (DfE,
September 2022).

4.2.3 Keeping children safe in education? (DfE, September 2022).

4.2.4 School behaviour and attendance: parental responsibility measures (DfE, May 2020).

2 Keeping Children Safe in Education


https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1073619/Summary_table_of_responsibilities_for_school_attendance.pdf
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
https://www.gov.uk/government/publications/parental-responsibility-measures-for-behaviour-and-attendance
https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2

4.2.5

4.2.6

4.2.7

4.2.8

4.2.9

4.2.10

Children missing education (DfE, September 2016).

Supporting pupils with medical conditions at school (DfE, August 2017).

Behaviour in schools: advice for headteachers and school staff (DfE, September 2022).
Remote education guidance (DfE, October 2022).

School suspensions and permanent exclusions (DfE, September 2022); and

SEND Code of practice: 0 to 25 years (DfE and Department of Health, May 2015).

4.3 The following School policies, procedures and resource materials are relevant to this policy:

4.3.1 Child Protection and Safeguarding Policy?

4.3.2 SEND Policy*

4.3.3 E-ACT Attendance Strategy Framework

4.3.4 E-ACT Safeguarding Attendance Process

4.3.5 Academies are also advised to be familiar with the useful DfE guidance in Improving
school attendance: support for schools and local authorities.

4.3.6 All work on attendance must also take place in the context of our approaches to
safeguarding, behaviour, alternative provision, and elective home education.

5 Publication and availability

5.1.1 This policy is published on the Academy website.

5.1.2 This policy is available in hard copy on request.

5.1.3 A copy of the policy is available for inspection from the school office during the school
day.

5.1.4 This policy can be made available in large print or other accessible formats if required.

6 Definitions and interpretation

6.1.1 Where the following words or phrases are used in this policy:

6.1.2 references to attendance include references to punctuality and to attendance for all
or part of the timetabled school day.

6.1.3 References to the Proprietor are references to E-ACT, the Multi Academy Trust.

6.1.4 References to Parent or Parents means the natural or adoptive Parents of the pupil
(irrespective of whether they are or have ever been married, with whom the pupil
lives, or whether they have contact with the pupil) as well as any person who is not
the natural or adoptive Parent of the pupil, but who has care of, or Parental
responsibility for, the pupil (e.g., foster carer / legal guardian).

6.1.5 SLT Attendance Lead means the Academy's designated senior lead for attendance.

3 E-ACT Child Protection and Safeguarding Policy

4 E-ACT SEND Policy


https://www.gov.uk/government/publications/children-missing-education
https://www.gov.uk/government/publications/supporting-pupils-at-school-with-medical-conditions--3
https://www.gov.uk/government/publications/behaviour-and-discipline-in-schools
https://www.gov.uk/government/publications/providing-remote-education-guidance-for-schools/providing-remote-education-guidance-for-schools
https://www.gov.uk/government/publications/school-exclusion
https://www.gov.uk/government/publications/send-code-of-practice-0-to-25
https://www.e-act.org.uk/wp-content/uploads/2017/06/E-ACT-CP-Safeguarding-Policy-2022-1.pdf
https://www.e-act.org.uk/wp-content/uploads/2017/09/E-ACT-SEND-Policy-2022-2023.pdf

7.1

7.2

7.3

7.4

7.5

7.6

6.1.6 References to compulsory school age refer to when a child is required to attend
school. This is on or after their fifth birthday. If they turn 5 between 1 January and 31
March, then they are of compulsory school age on 31 March; if they turn 5 between
1 April and 31 August, then they are of compulsory school age on 31 August. If they
turn 5 between 1 September and 31 December, then they are of compulsory school
age on 31 December. A child continues to be of compulsory school age until the last
Friday of June in the school year that they reach sixteen.

6.1.7 References to persistent absence (PA) means when a child has an absence rate of
10% or more (i.e., attends for less than 90% of the time) and will be defined as a
persistent absentee.

6.1.8 References to severe absence (SA) means when a child has an absence rate of 50% or
more (i.e., attends for less than 50% of the time) and will be defined as a severe
absentee.

E-ACT expectations of academies

In line with DfE expectations, to manage and improve attendance effectively, all academies in
E-ACT are expected to:

Develop and maintain a whole school culture that promotes the benefits of high attendance.
Have a clear school attendance policy which all staff, pupils and parents understand.

Accurately complete attendance registers and have effective day to day processes in place to
follow-up absence straight away.

Regularly monitor and analyse attendance and absence data to identify pupils or cohorts that
require support with their attendance and rapidly put effective strategies in place to prevent
further absences and secure good attendance.

Build strong relationships with families, listen to, and understand barriers to attendance and
work with families to remove them.

Share information and work collaboratively with relevant local partners, and particularly local
authorities, when absence is at risk of becoming persistent or severe.

The DfE use a helpful chart to describe the key stages in any attendance strategy:
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8.1

9.1

EXPECT
Aspire to high standards of attendance from all pupils and parents and build a culture where
all can, and want to, be in school and ready to leamn by prioritising attendance improvement
across the school.

2

MONITOR
Rigorously use attendance data to identify patterns of poor attendance (at individual and
cohort level) as soon as possible so all parties can work together to resolve them before they
become entrenched.

¥

LISTEN AND UNDERSTAND

When a pattern is spotted, discuss with pupils and parents to listen to understand barriers to
attendance and agree how all partners can work together to resolve them.

) 2

FACILITATE SUPPORT

Remove barriers in school and help pupils and parents to access the support they need to
overcome the barriers outside of school. This might include an early help or whole family plan
where absence is a symptom of wider issues.

) 2

FORMALISE SUPPORT

Where absence persists and voluntary support is not working or not being engaged with,
partners should work together to explain the consequences clearly and ensure support is
also in place to enable families to respond. Depending on the circumstances this may include
formalising support through a parenting contract or education supervision order.

¥

ENFORCE
Where all other avenues have been exhausted and support is not working or not being
engaged with, enforce attendance through statutory intervention or prosecution to protect the
pupil's right to an education.

The importance of good attendance

All academies recognise the importance of developing good patterns of attendance from the
outset. This is an integral part of the Academy's ethos and culture. In building a culture of
good school attendance it recognises:

8.1.1

8.1.2

8.1.3

8.14

8.1.5

the importance of good attendance as a learned behaviour, alongside good
behaviour, as a central part of the school's vision, values, ethos, and day to day life.

the interplay between attendance and wider school improvement efforts, building it
into strategies on attainment, behaviour, bullying, special educational needs support,
supporting pupils with medical conditions and/ or disabilities, safeguarding
wellbeing, and support for disadvantaged pupils.

the importance of setting high expectations for the attendance and punctuality of all
pupils and communicating these regularly and effectively to pupils and parents.

that attendance is never "solved" and is a continuous process requiring continual
monitoring and tracking of data and updating of messages, processes, and strategies
as appropriate to secure good attendance.

children missing education can act as a vital warning sign to a range of safeguarding
issues, including neglect, sexual abuse, and child sexual and criminal exploitation.

Registers

In line with DfE requirements, academy leaders must ensure the register is taken at the start
of each morning session of each school day and once during each afternoon session. On each
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10.1

10.2

11

11.11

11.1.2

occasion there must be a record of whether every pupil is present, attending an approved
educational activity, absent, or unable to attend due to exceptional circumstance.

9.1.1 Academy leaders in E-ACT are expected to ensure that:
a) registers are kept up to date
b) register closing times are specified and adhered to

c) registers are accurately completed using attendance and absence codes as defined by the
DfE

d) there are effective day to day processes in place to follow-up absence quickly.
Monitoring and improving the attendance of children with a social worker.

In addition to the benefits for all pupils, good attendance at school also provides an additional
safeguard for vulnerable pupils. Historically, the national absence rates for children who have
ever needed a social worker are particularly of concern.

All E-ACT academies are expected to work in partnership with Local Authority Virtual School
Headteachers and are expected to inform a child’s social worker if there are unexplained or
unexpected absences from school.

Persistent and severe absence

The most important element to attendance work are the everyday strategies to develop a
culture of high expectations of attendance and punctuality and the work with families to
prevent absence becoming a concern.

E-ACT academies are expected to have bespoke strategies to improve the attendance of pupils
at risk of ‘Persistent’ or ‘Severe’ absence:

a) ‘Persistence Absence’ is where absence escalates, and pupils miss 10% or more of school
(equivalent to 1 day or more a fortnight across a full school year). When a pupils attendance
falls to 90%, they are deemed to be persistent absentee.

b) ‘Severe Absence’ is when pupil is absent from school more than they are present (those
missing 50% or more of school). These pupils are likely to be finding it difficult to be in school
or face significant barriers to their regular attendance and therefore are likely to need more
intensive support across a range of partners.

c) These categories of absence will be particularly monitored and analysed at an academy and
trust level. All E-ACT academies are expected to provide information to local partners about
these cohorts so that pupils who need targeted attendance support receive it as quickly as
possible.



The DfE use a helpful diagram to describe the stages of an effective school improvement and
management process:

Effoctive school attondance improvement and management

ALL PUPILS Developing good attendance
patterns through effective whole school

PREVENTION of | approach to attendance (including leadership,
ethos and systems and processes)
poor attendance
through good whole
school attendance PUPILS AT RISK OF POOR
management ATTENDANCE Using attendance and
absence data rigorously to support pupils
with increasing levels of absence, arriving

at school late or taking leave in term time

without permission before it becomes a

regular pattern
. . EARLY PUPILS WITH POOR
12 Legal intervention INTERVENTION ATTENDANCE Intervening as early
to reduce absence as possible and agreeing an action
12.1 Where all voluntary before it becomes plan for pupils with high levels of
support options are habitual absence and those demonstrating
unsuccessful or are not growing disengagement with school
appropriate (e.g., an
unauthorised holiday in e PERSISTANTLY AND
: A
term time) the relevant SEVERELY ABSENT PUPILS
. . reengagement Put additional targeted support in
Local Authority will take of persistent place; Whers necessary workig
forward legal intervention and severely with partners, and agree a joint
to formalise support absent pupils approach with local authorities for
and/or enforce all severely absent pupils

attendance as below:




13
13.1

13.2

STATUTORY
CHILDREN'S SOCIAL
CARE INVOLVEMENT

Where there are

FORMAL safeguarding concerns
SUPPORT and an Education
Supervision Order is not
VOLUNTARY appropriate or has not
SUPPORT A forrr.1al been successful the
parenting case should be
contract considered for s.17 or
Helping parepts to agreed by the s.47 statutory social care
access services pupil, parent, involvement
of their own school and/or
accord and/or a local authority
voluntary whole ATTENDANCE
family plan to PROSECUTION
tackle the barriers Progressing to
to attendance a legally
binding Where all other routes
Education have failed or are not
Supervision deemed appropriate, the
Order in the case should be
Family Court if considered for
there is non- attendance prosecution
engagement in the Magistrates Court
and deemed (or a FPN for irregular
necessary attendance)

12.1.2 Whilst it is the local authority’s responsibility to take forward Parenting Contracts,

Supervision Orders or Prosecutions, academies must work closely with the local
authority’s School Attendance Support Team to provide appropriate information.
Academy leaders are also expected to be familiar with their local authority
arrangements so that they can be clear with families, where appropriate, about the
process so that this route is avoided wherever possible.

Responsibility statement

The Proprietor has overall responsibility for all matters which are the subject of this policy.

The Proprietor is aware of its duties under the Equality Act 2010 and the requirement under
S.149 of the Equality Act 2010 to meet the Public Sector Equality Duty. This means in carrying
out its functions, the Proprietor is required to have due regard to the need to:

13.2.1

13.2.2

13.2.3

13.24

13.2.5

eliminate discrimination and other conduct that is prohibited by the Act.

advance equality of opportunity between people who share a protected characteristic
and people who do not share it; and

foster good relations across all characteristics - between people who share a
protected characteristic and people who do not share it.

The Proprietor recognises that improving attendance is a school leadership issue and
has appointed a designated senior leader to have overall responsibility for
championing and improving attendance in school.

The Academy is responsible for implementing this policy in full.

10
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14.1

15

15.1

13.2.6

13.2.7

The Academy is responsible for ensuring the implementation of the E-ACT Attendance
Strategy Framework.

The Academy is responsible for ensuring full adherence to the E-ACT Safeguarding
Attendance Process.

Proprietor responsibilities

The Proprietor will:

1411

14.1.2

14.1.3

1414

14.1.5

14.1.6

14.1.7

14.1.8

14.1.9

Promote the importance of school attendance in the Academy.

Appoint a senior member of staff of the Academy's leadership team as SLT Attendance
Lead to have overall responsibility for championing and improving attendance in
school.

Ensure that support for attendance, and improving attendance, is appropriately
resourced, including, where applicable, through the effective use of pupil premium
funding.

Ensure that the Academy's leadership team:

(a) Fulfil their statutory duties in respect of school attendance including support
and challenge around the trends or areas identified as needing to improve.

(b) Receive regular adequate training to discharge their duties in respect of
school attendance.

Regularly review the data and reports provided by the Academy to identify patterns
in attendance and common issues and barriers to pupils attending school using
appropriate comparators including data from local authority area, region and
nationally.

Identify patterns in attendance and common issues and barriers to pupils attending
school to ensure that effective practice can be shared across academies within the
Trust.

Work with Academy leaders to identify areas of focus for improvement.

Devise specific strategies to address areas of poor attendance identified through data;
and

Monitor the impact of school-wide attendance efforts, including any specific
strategies implemented.

Staff responsibilities

The SLT Attendance Lead: The Proprietor has appointed a senior member of staff of the
Academy's leadership team to have overall responsibility for championing and improving
attendance in school. Details of the individual appointed are at the front of this policy and are
widely publicised within the Academy.

15.11

The SLT Attendance Lead’s responsibilities are:

11



15.2

15.3

(b)

(c)

(d)

(e)

(f)

(g)

To lead on and embed a whole school culture that promotes the benefits of
high attendance.

to formulate a clear vision for attendance and drive improvement.
to evaluate and monitor expectations and processes.

to have oversight of and regularly analyse attendance data to identify
trends/patterns and ensure rapid and robust intervention is in place to secure
good attendance.

to communicate clear messages on the importance of attendance to staff,
pupils, and parents/carers.

to ensure whole school attendance is a standing agenda item in weekly SLT
meetings.

to complete Appendix 1 of the E-ACT Attendance Strategy Framework and
discuss regularly within the Academy SLT meetings.

Staff with specific responsibilities for attendance: The staff identified in Appendix 1 of this
policy have day to day responsibility for monitoring and promoting good attendance and

punctuality.

15.2.1 They should:

(a)

(b)

(f)

(8)
(h)

(i)

All staff

follow the academy’s attendance policy and re-enforce expectations through
interaction and communication with pupil and families.

have a formal routine for registers being taken accurately each morning and
afternoon.

ensure all registers are completed accurately and on time every lesson, every
day.

seek explanations of absences required from pupils, parent/carers.

make enquiries about unexplained absences, including those within the
school day, and follow up with pupils and parent/carers to ensure that an
explanation has been formally given to the Academy.

look out for trends or patterns in a pupil's attendance and inform the SLT
Attendance Lead of any specific concerns.

inform the SLT Attendance Lead of any known future absences for pupils.

deal with lateness to lessons consistently and promptly through robust
tracking of registers and inform SLT Attendance lead of any specific concerns.

discuss non-attendance and/ or lateness with pupils and parents (where
possible) and emphasise the importance of punctuality.

apply the Academy ‘escalated stage process’ (see Appendix 1) robustly.

12



15.4

15.5

16

l6.1

17

17.1

18

18.1

18.2

The Academy ensures that all teaching and non-teaching staff know the importance of good
attendance and are consistent in their communication with pupils and parents about it.

The Academy provides appropriate training and professional development for staff consistent
with their roles and responsibilities.

Academy arrangements

The Academy will accurately complete admission and attendance registers and have effective
day to day processes in place to follow-up absence. Contact details of relevant staff can be
found at the front of the policy and other details about the Academy's arrangements can be
found in appendices 1-3.

Monitoring attendance

The Academy will undertake regular data analysis to identify and provide additional support
to pupils or pupil cohorts that need it, and to look at historic and emerging patterns across
the Academy and develop strategies to address them. In order to achieve this, it will:

17.1.1 monitor and analyse weekly attendance patterns and trends and deliver intervention
and support in a targeted way to pupils and families.

17.1.2 use this analysis to provide regular attendance reports to class teachers to facilitate
discussions with pupils and leaders (including the special educational needs
coordinator and designated safeguarding lead).

17.1.3 conduct thorough analysis of half-termly, termly, and full year data to identify
patterns and trends.

17.1.4 effectively communicate attendance concerns with pupils, parents and carers and
work with them to remove any barriers.

17.1.5 benchmark attendance data at whole school, year group and cohort level to identify
areas of focus for improvement.

17.1.6 devise specific strategies to address areas of poor attendance identified through data
taking into account any reasonable adjustments that may be required to support
students with special educational needs or mental health or well-being concerns.

17.1.7 monitor the impact of school-wide attendance efforts, including any specific
strategies implemented; and

17.1.8 provide data and reports to the Proprietor to support its work.

Pupil responsibilities

School attendance is important to pupil attainment, wellbeing, and development. The
Academy therefore has high expectations of pupils as to their attendance and has systems in
place to reward good attendance and manage poor attendance.

Pupils should be aware that:

18.2.1 they are expected to attend school, on time each school day.

13
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19.1

19.2

19.3

194

20

20.1

20.2

18.2.2 they are expected to attend all timetabled lessons on time.
18.2.3 they should not leave a lesson or the Academy site without permission.

18.2.4 they should engage with the Academy's arrangements for recording and managing
attendance as set out in this policy.

18.2.5 any unexplained absence will be followed up.

18.2.6 persistent or severe lateness or non-attendance will result in action being taken by
the Academy. This may take the form of:

(a) offers of support to seek to identify and address any barriers to attendance.
(b) communication with parents/carers.

(c) reporting to other agencies such as children's social care.

(d) Escalation of cases to the local authority which may lead to formal support or

attendance prosecution.

18.2.7 If pupils are having difficulties that might discourage or prevent them from attending
school or specific lessons regularly, they should speak to the Academy via their class
teacher/tutor, or pastoral/safeguarding team. Pupils are entitled to expect this
information to be managed sensitively.

Additional needs

The Academy recognises some pupils may find it harder than others to attend school and will
work with those pupils and parents/carers to try to remove barriers to attendance by building
strong and trusting relationships and work together to put the right support in place.

The Academy will make reasonable adjustments where a pupil has a disability that affects
their ability to attend school regularly. These may include considering support or reasonable
adjustments for transport, routines, access to support in school and lunchtime arrangements,
and / or time limited phased returns.

It will also work with parents to develop specific support approaches for attendance for pupils
with special educational needs and disabilities and medical conditions as appropriate e.g.,
ensuring the provision outlined in a pupil’s education, health and care plan is accessed.

Where barriers are outside of the Academy's control, the Academy will work with parents,
pupils, and external agencies / partners to identify alternative sources of support or consider,
where appropriate, making a referral for early help.

Parent/carer responsibilities

The law entitles every child of compulsory school age to an efficient, full-time education
suitable to their age, aptitude, and any special educational need they may have. It is the legal
responsibility of every parent/carer to make sure their child receives that education.

Where frequent sporadic illness occurs without sufficient justification in relation to health,
the Academy will challenge the veracity of the illness and request that medical evidence be
provided by the parent to authorise the absence (I code).

14



20.3

20.4

21

211

21.2

The Academy expects parents/carers to:

20.3.1

20.3.2

20.3.3

20.3.4

20.3.5

ensure their child attends school every day on time and remains in school for the
duration of the school day.

notify the Academy of any absence or delay as soon as reasonably possible in
accordance with this policy and when doing so, give an accurate explanation for this.

understand that any appointments where possible need to be made for out of school
hours to avoid their child missing any learning. Orthodontic appointments, specialist
medical appointments and hospital appointments we recognise cannot always be
moved to out of school hours.

notify the Academy of any planned absence in advance and understand that this
would be for exceptional circumstances only. This is in line with the Department for
Education guidance which states that holidays and other leave of absence should not
be taken during term time unless there are exceptional circumstances. Exceptional
circumstances are a matter of discretion of the principal. All cases would be judged
on a case-by-case basis.

work with the Academy to explore barriers to attendance and to improve it where
attendance has been raised as an issue.

Parents will be reminded of this policy at the start of each new school year and when any
changes are made.

Training

Staff: The Academy ensures that regular guidance and training on attendance is arranged on
induction and at regular intervals thereafter so that staff and volunteers understand what is
expected of them by this policy and have the necessary knowledge and skills to carry out their
roles. As a minimum this will include all staff understanding:

2111

21.1.2

21.1.3

the law and requirements of schools including on the keeping of registers.

the importance of good attendance and that absence is always a symptom of wider
circumstances; and

the Academy's strategies and procedures for tracking, following up and improving
attendance.

Dedicated attendance training is provided to any member of staff with a specified attendance
function in their role, including administrative, pastoral, or family support staff and senior
leaders. This should include:

2121

21.2.2

21.2.3

21.2.4

the law and requirements of schools including on the keeping of registers.

the process for working with other partners to provide more intensive support to
pupils who need it.

the necessary skills to interpret and analyse attendance data; and

any additional training that would be beneficial to support pupils and pupil cohorts to
overcome commonly seen barriers to attendance.
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21.3

21.4

22

22.1

23

23.1

23.2

The Academy will help parents/carers to understand what is expected of them and why
attendance is important to their child's attainment, wellbeing, and wider development and
provide clarity on the short- and long-term consequences of poor attendance.

The Academy maintains written records of all staff training.

Information and sharing

Personal information on attendance will only be shared in line with legal obligations and
having regard to Government guidance on attendance, safeguarding and children missing
education.

Record keeping and confidentiality.

All records created in accordance with this policy are managed in accordance with the
Academy's policies that apply to the retention and destruction of records.

The information created in connection with this policy may contain personal data. The
Academy's use of this personal data will be in accordance with data protection law. The
Academy has published privacy notices on its website which explains how the Academy will
use personal data.
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Appendix 1

Academy arrangements

e The importance of having good attendance and punctuality.

e The academy’s attendance and punctuality expectations of pupils and parents-including
start and close of day timings.

e AM/PM Registration opening and closing timings. Your register should close at the same
time every day, for both morning and afternoon sessions. Depending on the structure of your
school day, this should be either no longer than 30 minutes after the session begins, or the
length of the form time or first lesson when you take registration.

e The academy’s day to day process for managing attendance including -first day calling and
processes to follow up unexplained absence (including CME) (Describe the process step by

step.

e Absence reporting process

e Absence Request Process (including medical/religious observance)

e Information and contact details of the school staff who pupils and parents should contact
about attendance on a day-to-day basis such as form tutor, attendance officer and for more
detailed support on attendance such as HOY, DHOY or family support worker etc.

e Escalation process liked to thresholds and academy actions at each stage- see example

below:

%
Attendance

Impact on learning

Interventions

99%-100%

Children are
accessing all
learning
opportunities

Inclusion in termly attendance incentives
Attendance recognition certificates

Some learning
opportunities are
being missed

Tutors to notify students when attendance falls below 98%
and discuss reasons for unauthorised absence.

Text message to be sent to parents with 2% unauthorised
absence as per half termly triggers (see table below)

Tutors to complete an early help assessment of needs to
identify causes of unauthorised absence for students for
students with 4% unauthorised absence.

94-96.9%

Risk of
underachievement

Letter 1 to be sent to parents of students with 5%
unauthorised absence.

Deputy Heads of Year/Heads of Year/SLT to develop an
attendance support plan with student and parent and set
targets for students with unauthorised absence of 5%.

91-93.9%

High risk of
underachievement

Letter 2 to be sent to parents of students with 8%
unauthorised absence.

Education Welfare Officer weekly discussion with Attendance
Officers
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Attendance officers develop an attendance improvement
plan with student and parent for students with unauthorised
absence of 8% or more.

Targeted Support meeting with the Local Authority Education
Welfare Service (if your LA offers this)

Referral to Education Welfare Service in targeted support
meetings.

Severe risk of Letter 3 -PA Letter to be sent to parents/carers of students
underachievement | with more than 10% unauthorised absence.

Cases monitored by the Attendance Officer or Education
Welfare Officer.

Formal warning notices issued.

Unauthorised absence thresholds for 2023-24 (academies need to adjust number of days according
to individual school terms)

Days missed Days missed
Half term 1 0.5 days 2 days 3 days 3 days
Half term 2 1.5 days 4 days 6 days 8 days
Half term 3 2 days 5 days 8 days 10 days
Half term 4 2.5 days 6 days 10 days 14 days
Half term 5 3 days 8 days 12 days 17 days
Halt term 6 4 days 10 days 15 days 21 days

Academy punctuality process

Attendance Rewards-how is the academy promoting and incentivising good attendance (daily,
weekly, monthly, half termly, termly, annually

Attendance Tracking-the school’s strategy for using data to target attendance improvement
efforts to the pupils or pupil cohorts that need it the most.

Reasonable adjustments for students with specific needs or who may face challenging barriers
that might impact their ability to attend school regularly -what will the academy do to support
these students? i.e., work closely with families and outside agencies to provide additional
support to mitigate these barriers.

Reducing persistent absence and severe absence-The school’s strategy for reducing PA and SA
including how access to wider support services will be provided to help remove the barriers
to attendance and when support will be formalised in conjunction with the local authority.

Issuing Fixed Penalty Notices- the point at which FPN for absence and other sanctions will be
sought if support is not appropriate for example for an unauthorised holiday in term time,
school support has not been successful or engaged with.
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Appendix 2 Attendance Early Help Assessment of Need

Attendance Early Help Assessment of Need

To be completed by tutors or tutors can have the conversation and log on CPOMs (Academy choice)
Attendance certificates to be provided for tutors or alternative MOS
Pupil Details
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Appendix 3 Attendance Support Plan

Attendance Support Plan
To be completed by the Student Care Team

Pupil Details

Name

Year/Tutor Group

Home language

Parent’s names

Student Care Team Lead

Attendance

Attendance
data overview

Attendance Meeting 1 | Date

Attendees

Pupil’s view

Parents’ view

Discussion °
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Agreed Aims

Commitments

The pupil agrees to:

The parent(s) / carer(s) agree to:

The school agrees to:

Review Meeting Date

Attendees

Next steps
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Appendix 4 Attendance Improvement Plan

Attendance Improvement Plan
To be completed by an Attendance Officer

Pupil Details

Name

Year/Tutor Group

Home language

Parent’s names and contact details

Attendance Officer

Attendance
Attendance
data overview

Attendance Meeting 1 | Date

Attendees

Pupil’s view

Parents’ view

Discussion
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Agreed Aims

Commitments \

The pupil agrees to:

The parent(s) /carer(s) agree to:

The school agrees to:

..................................................................... (pupil)

..................................................................... (parent/carer)

..................................................................... (school)

Review Meeting Date

Attendees

Next steps
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Appendix 5

1

Admission register

Admission register

11

1.2

1.3

14

In accordance with the requirements of the Education (Pupil Registration) (England)
Regulations 2006 (as amended), the Academy will:

1.1.1 maintain an admission register of pupils admitted to the Academy (also
known as the school roll); and

1.1.2 inform the local authority of any pupil who is going to be added to or deleted
from the Academy's admission register at non-standard transition points.

The admissions register contains specific personal details of every pupil in the
Academy, including their date of admission, information regarding parents and carers
and details of the school they last attended.

The Academy will not 'off-roll' pupils, that is, it will not remove a pupil from the school
roll without a formal, permanent exclusion or by encouraging a parent to remove their
child from the school roll, when the removal would be primarily in the interests of the
school rather than in the best interests of the pupil.

Where the Academy notifies the local authority that the pupil's name is to be deleted
from the admission register, the Academy must provide it with the following
information:

1.4.1 the full name of the pupil.
1.4.2 the full name and address of any parent with whom the pupil lives.
1.4.3 atleast one telephone number of any parent with whom the pupil lives.

1.4.4 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, if applicable.

1.4.5 name of the pupil's other or future school and pupil's start date or expected
start date there, if applicable.

1.4.6 the ground (prescribed in regulation 8) under which the pupil's name is to be
deleted from the admission register.
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Appendix 6

1

2

3

Attendance register

Attendance register

11

1.2

1.3

14

1.5

Attendance of compulsory school-aged pupils is recorded and monitored in
accordance with the statutory requirements and the Academy has adopted the
national codes system to enable it to monitor attendance and absence in a consistent
way which complies with the regulations.

The attendance of non-compulsory school age will be recorded in the same way so
that attendance can be monitored, unexplained absences are investigated, and the
Academy can ensure their safety and welfare.

The Academy will also use these records to identify patterns of poor attendance (at
individual and cohort level) and work with pupils and parents to resolve any issues
before they become entrenched.

The Academy is required by law to take attendance registers twice daily - once at the
start of the morning session and once during the afternoon session.

On each occasion it will be recorded whether every pupil is:
1.5.1 present.

1.5.2 absent.

1.5.3 attending an approved educational activity.

1.5.4 unable to attend school due to an exceptional circumstance.

Recording absence

2.1

Absence will be recorded as set out in 3 and 5 below using national absence codes
correlating to:

2.1.1 authorised absence.

2.1.2 excluded (while still on the admission register).
2.1.3 holiday authorised by the Academy.

2.1.4 illness.

2.1.5 medical or dental appointments.

2.1.6 religious observance.

2.1.7 study leave.

2.1.8 Gypsy, Roma, and Traveller absence.

Authorised absence from school.

3.1

3.2

All applications for authorised absence from school should be made with reasonable
notice and addressed to the Headteacher.

Only exceptional circumstances will warrant an authorised leave of absence. The
Academy will consider each application for authorised absence individually taking into
account the specific facts and circumstances and the relevant background context
behind the request.
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3.3

3.4

If a leave of absence is granted, it is for the Headteacher to determine the length of
time the pupil is authorised to be away from school.

Absence will usually be authorised for religious observance if the day concerned is
exclusively set apart for religious observance by the religious body to which parents
and pupils belong. Parents are expected to make a request for this type of leave of
absence in advance.

Remote education

4.1

4.2

4.3

The Academy is required to record all absence from in-person lessons.

The Academy may, in limited circumstances, provide remote education to enable
pupils, who are well enough to learn but unable to attend the Academy site, to keep
pace with their education.

There is no specific code for remote education. Separate records will be maintained
to monitor a pupil's engagement with this activity and plans for their reintegration to
class.

Unauthorised absence

5.1

The "unauthorised absence" code will be used when prior permission for absence has
not been given and where the Academy is not satisfied with the explanation given for
absence or delayed attendance meaning that the code for "unable to attend due to
an exceptional circumstance" is not appropriate. Examples include:

5.1.1 holiday has not been authorised by the Academy or is in excess of the period
determined by the Headteacher.

5.1.2 the reason for absence has not been provided.
5.1.3 a pupil is absent from school without authorisation.

5.1.4 a pupil has arrived in school after registration has closed and without
reasonable explanation.

5.1.5 frequent sporadic illness without sufficient justification in relation to health.
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