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POLICY STATEMENT

D |:. .|.

Parent, - (fromv Section, 576 of the Educations Act 1996) includes all natural parents (whether they, are: marnied, or
nob), all those who hare parental, responsibility for as child or young persory and those who hanve day to- day
responsibility for o child, or young persor (ue., lives withy and, looks after the child).

Compulsory school age - A child is of compulsory school, age from the term commencing orv or after their fifth
birthday until, the last Friday of June irv the school, year that they reachs sixteery and, applies to the parents of all,
Absence - arival ab school after the register has closed, or not attending school for any reasoru

Authorised, absence - Anv absence from school that only the Head, teacher can authorise where parents hanve
explained thab their child is' unable to attend, school for arv agreed, and/or exceptional reasony for example:
e Their child is too unwell to- attend; and the school, has granted, leare.

learre
e Religious or cultural obserances for which the school has granted, leare.
* A family emergenci,
absences.
Unauthorised, absence - Any absence that, is not agreed, and/or where the, reasory gisery s not exceptional and,
whichs canv carny the risk of prosecutions under Sectiors bb-bo(1) or bbeli(IA) of the Educations Ack 1996, for example;
Absences which have neaer beer properly explained:
Arrimals ab school after the register has closed.
Day trips and, holidays irnv termi-time whichs hase nots been agreed:
Persistent; absenteeism - Missing 10% or more of schooling across the year for any reasons This means thab
persistent; absence s equal, to- 38 sessions (19 days) absence from, school iy any one academic year.

Inbroduction

Sectior 7 of the Educations Act, 1996 (legislatiorugouk) states that

suitable: -

(o) to-age: ability: and aptitude and

either by regular attendance at school, or otherwise.”

by regular attendance aby as school or by education otherwise tharv at s schools

DfE statutory guidance Working together to improve school attendance aimed, at schools and, local authorities (LA)

WWWWWM@MWWW@M&MM&W@M
wider life chances as well; as reducing their exposure to extra~familial harme like crime or violence (see p4
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footnotes v DfE statutory guidance linked abowve).  Throughout this document reference has been made to- the DfE
e Buld o firm and, secure knowledge and, understanding across alls curriculum subjects:.

e [Ensure they consistently meet and, build, upory expectations for their age or deselopmental, stage.

®  Maintairy friendships.

®  Gairv belter qualifications:

®  Hame access to a wider range of opportunities when they, leame school

DfE EYES Statutory framemwork for group and, school-based, providers (point 3.11-3.1& refers) requires that, all

sethings with EYFS (nursery) childrens hame anv attendance policy that they, share with, parents: and/or carers.

This school understands that improving attendance s everyone's business; that: barriers to- accessing education are

and families. We recognise that; good, attendance begins withs school being somewhere pupils wanb to- be - a calmy

Some pupils find i harder than others to attends school so- ab all, stages' of improving attendance; we are committed

trusting relationships and, working together to- pub the rights support ir place.  This Policy seeks to- explain how and,

o  The Education Act 1996

e  The Education Ack 2003

® The Equality Act 010 and, the Human Rights' Ach 1998 (HRA) whichs sets oul the fundamental, righty and,
freedoms that: emeryone is entitled to; and the: UN Corwention on the rights of the child

o  The Anti-social Behariour Act 2003

®  The School Attendance (Pupil Registration) (England) Regulations 024

e The Education (Penalty Notices) (England) (Amendment) Regulations 204

e The Education (Information aboub Indimidual Pupils) (England) (Amendment) Regulations 204

e Statutory guidance onv School behariour and attendance: parentals responsibility measures

e Statubory guidance Keeping, children safe i education

e Statutory guidance Working together to improve school, attendance

e Statutory guidance Arranging education for children who cannot aftend, school because of health needs

e Statutory guidance EYES Statutony framemwork for group and, school-based, providers

e Non-statutory guidance Behanviour in schools: advice for Head teachers and, school staff

e Non-statutory guidance: Working together to improve school attendance

e Non statutory guidance Supporting pupils withy medical, conditions abs school,

e Cumbenrland Council: School, attendance adwice for parents

This Policy and, procedures should be read alongside other school Policies' and, procedures as follows

e Child Protection Policy and associated Policies and, procedures

e Behaviour Policy and procedures

®  Supporting Pupils with Medical, Conditions Policy and, procedures

e Equality Policy and procedures/Objectimes

e Special Educational Needs Policy/Information Reports

®  Admissions Arrangements

e First Day Calling procedures

e Missing Child procedures (whilst iy the, care of the school)

e Complaints procedure

e Code of Conduct for Staff and, other Adults

Aums
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https://www.cumberland.gov.uk/schools-and-education/school-attendance-and-exclusion/school-attendance
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By writing and, implementing this Policy and, the procedures that support i, we aimy to:

e Achieme anv ditendance for all, pupils; that is irv line with the National, Average, apart from, those with, chronic
healths issues.

®  Provide additional support to- those pupils: absent; fromv school, due to- mential or physicals Ul healths or their
special, educational needs and/or disabilities.

e Create an ethos iy which good, attendance and, punctuality are recognised as the norm and; seer to be valued,
by the school:
punctuality b emery stage of as child's education

e Ensure thab our Policy applies to nursery and, reception so- tha we promote good, habits abs anv early age.

. Pmotempoahwwwd;welwmmgatmoepm-@plmpupdswanbtob@ irv whichs pupils feel, safe; secure,
and valued, and encourage i pupils o sense of their own responsibility.

e Establish o pattern of monitoning attendance and, ensure consistency in recognising achiesement; and, dealing
with difficulties.

®  Recognise the key role of a; senior attendance champior (SAC) orv the schools leadership team and, the: role of
through nor-attendance or lateness.

Communication and reaieme

and, maintaining trust and our schools culture: It helps make expectations transparent to- all; pupils; parents, and,
staff. and, provides reassurance that; expectations on attendance; and responses to- issues are consistent; fair,

We will, provide o copy of the Attendance Policy and procedures to- as family whery their child becomes o pupil ats
our school, and, we wills remind, parents about i annually ab the beginning, of the school year and, wheneser it is
updated: We also publish, our current; Attendance Policy on our website.

As the barniers to attendance carv exolme quickly, we wills reviewe ands update our Attendance Policy ands procedures
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PROCEDURES

Rolwand:respon&hhhe&

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 learn by prioritising attendance improvement across
the school.

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 pattemn 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.

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.

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 an attendance contract or education supenvision order.

ENFORCE

Where all other avenues have been exhausted and support is not working or not being engaged
with, enforce attendance through statutory intenvention: a penalty notice in line with the National
Framework or prosecution to protect the pupil’s right to an education.

Arv effective whole school culture of high attendance is underpinned by clear expectations, procedures, and,
r\e)sporvstb}.bi).e& Toma&@dﬂ&%v@nﬁw&wmmmmdﬂwmee ons, we

hawe deweloped this Policy and, procedures:
Gouvernors

Our Governors are responsible for:
Recognising the importance of school attendance and, promoting it across our schools ethos; Policies; and,

Ensuning school leaders fulfil: expectations and, statutory duties.
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Nominating o Governor responsible for the monitoring of attendance (see Policy front page).
handling complaints regarding, this Policy as outlined, in our Complaints procedure.

Head teacher
Our Head, teacher is responsible for

The day~to-day implementations and, management, of the school Attendance Policy and procedures:
well, and, that it ts implemented, fairly and, consistently.
Making parents and carers aware of the school Attendance Policy and, procedures by making them, anailable or

Senior attendance lead:
Our senior attendance lead, is responsible for:

Setting o clear wisior for improving and: maintaining good, attendance:

and, ensuring usefuls data s reported to the: Head, teacher half termly.

Contact and work withs parents or carers regarding concerns aboub their child's attendance.

Arranging meetings with, parents or carers to- discuss support and, seb targets for those experiencing attendance
WTWWWWWWWWO@W%W@

Monitoring aftendance datas thoroughly and, ensuring both the Head, teacher and, Governors receines the data

Provide arv accurate record, of the attendance of eachs pupil ir their class: On eachs occasion they must record,
exceptional cincumstances: Details of codes to be used, are provided ab Table | belows

expected to- be absent, for anv extended, period, of time.

Raise any attendance or punchuality concerns (irv line withs the escalation of interention described, inv Flowcharts

2
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Administratiae staff

e Recording pupils ariving late or learing early onv as daily basis.

®  Preparing; managing, and coordinating use of the: Arbor system
withy the Senior Lead.

®  Using the Short Messaging Service (SMS) system to request the, reason for any absence from, parents.

® Ensuring that o satisfactory reason for exery absence has beery established for each, pupil by the end, of each
week,

®  Making o judgment together with the senior altendance lead: about; whether any absence i authorised, or
unauthonised:

®  Ensuring that the attendance or admission register s preserved for 6 years from the date the datas was entered:

Local, Authority Access and Inclusion Officer

Our LA provides us withs an Access and, Inclusiors Officer, whose job it is to:

e  Enforce the law regarding school, attendance:

° SWWMWWWWWWTWSWW momtomngooﬁ

Aﬂiendanwexped'ahon&
Whoblbexp&wt}rorms&ool,
This school willi

®  Denelop and maintairy o whole school culbure that: promotes the benefits of high attendance, athainment; and,

®  Hamve a clear school Attendance Policy whichs all leaders; staff, pupils, and, parents understand.

e Seb high expectations for the attendance ands punctuality of all. pupils and, communicate these regulanly to
pupils and, parents throughs all, amvailable channels: We will also- include clanity, onv the shorts and, long, termy
and have effective day to day processes inv place to follow-up absence.
palterns become entrenched.
some of the reasons for absence and understand the importance of school as o place of safety and, support.

e Build strong relationships withs foster carers, Social, Workers; Y outh, Justice: Service workers and, the Local,
Authority Virtual Head teacher inv relation to- cared~for childreru

e Ensure thab where a pupil or family needs support with, attendance; the best placed persor in the, school, works

®  Support pupils and, parents by working together to- address any in-school barriers to attendance eqg. bullyjing or
harassment. For more information on this refer to the School Behamiour Policy and, procedures.

° WWWWMW%WMW%WWWWWW%

e In line with its responsibilities under the Equality Act 010, consider formal, reasonable adjustments for pupils
WMMMMMEHCPMWWWMWMWMWW%W
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®  Support pupils back into- school following a lengthy or unaroidable periods of absence and provide support to
e Share information ands work collaboratiaely, with, other schools iy our area; our local authority, and, other
partners when o pupils absence s abi risk of becoming persistent; or severe,  This includes referring to-the Local
Authority Access & Inclusions Officer; anuy pupil whose attendance causes concerny and where parents or carers
®  Share information from the register with the Local, Authonity, for example; inv relation to- neww pupil and, deletions
®  Report statutory athendance statistics to the DfE. Share information and, works collaboratirely with other schools
This includes referning to-the Local, Authority Access & Inclusions Officer; any pupil, whose attendance causes

What, school expects from parents and, carers
the Educations Act 1996). This can be by regular aftendance at: school, or by education otherwise (including the
®  Ensuring their child attends school every day once enrolled, unless there s a genuine reasory for absence:
®  Ensuring their child is nob late for school
e Contacting school by telephone; inv persony by text, email or writher note before 8.4-Samv on the first day of
absence and regulanly, if it is ongoing,
e Providing us withs accurate and up to- date contact details (including o minimunmy of 3 emergency contacts) and,
o Telling o member of school staff about something that may affect their childs' school, attendance.
®  Avolding taking their child, outs of school, for non-urgent; matters.
What' school, expects from pupils
This school expects that; all, our pupils willi

Attend school, emery day and, strive for |00% school attendance. Every day counts!

Regishﬂhmpmwdux%

Pupils are registered, every moming and afternoon. Registers will, be takery punctually each day abr 8.4-Samv and, at
Iprm

The register closes at: 4.15am and, |.30pm.

absence & authonised, or unauthorised, (see Table | ab the end, of this document; for current; school registration codes).

Registers are legal records and we will preserves enery entry, in the attendance or admission register for 3 years
from the date of entry. It will only exer be: amended, where the reason for absence cannot be established, at the
time it 1 taker and, it becomes necessary to correct thes entry: Where, amendments are: made; we will ensure the

4
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AbsmoeplooedAu‘e&and,mfﬂwmhm

Absence is ofternv as symptom of wider issues as family s facing, and, we are committed to- working, withs our locals

Supportive approaches are most effective whery they are put ir place as early as possible and it is essential that all
education and, prosides o range of legals interventions to formalise atbendance improsement, efforts; and, where all
other amenues hare been exhausted; enforce i throughs prosecuting parents.  Attendance legals interention carny only
basis irv 3 broad stages as follows:

Voluntary Support
Working in partnership with pupils and parents to support in school, Helping
parents access services of their own accord and/or a voluntary whole family planto =
tackle barriers to attendance.
Formal Support Attendance Statutory Children's
A formal attendance Prosecution Social Care
contract or education Where all other Involvement
supervision order agreed routes have failed or Where there are
by the pupil, parent, not deemed safeguarding concerns Improved
school, and/or local appropriate, the case and an Education attendance
authority. may be considered Supervision Order is
Progressing to a legally fo'.’ @ !oenal.ty notice not appropriate or has ==
binding Education in line with the not been successful,
o der in the National Framework the case should be
SE:r(:\:I\CSCI(())Eng there is or attepdapce considered for 5'17. or
non-engagement and it pros'ecutloln in the s-47 st.atutory spual
) Magistrate's Court. care intervention.
is deemed necessary.

l l l

Improved attendance

*  Attendance contracts - a formal writtery agreement, betweeny o parent; and, either the school, or LA to- address
irregular attendance aby schooli Attendance contracts are not legally binding buty allow o more formal, route to
e Education supervision orders (ESO) - Where o voluntary early help plan, or formals attendance contract has

not beenv successfuls an ESO s an alternative to- proside formals legal interention without criminal, prosecutions
The order initially lasts for one year, bub extensions carn be secured, within the last 3 months for o period; of up/

to 3 years ab a time:
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Attendance prosecution - If a child, of compulsory school age fails to- attend regulanly abr as school by which,
they are registered; or ab v place where alternative prosision e provided for themy their parents may be guilty
of arv offence and, carv be prosecuted, by the local, authority:  The decision to- prosecute rests: solely with the LA.
Parenting Orders - Parenting orders are anv ancillary order thaty canv be: imposed, by the: Courts following
conmiction for non-attendance alongside o fine and/or community order. Parents agreement; is not required,
before arv order is made.

Penalty Notices - Penalty notices are issued to parents as arv alternatine to prosecution where they hae

o, irv certain cases; abs a place where alternatine provision s provided: Penalty notices can be used, by all
schools (withs the exception of independent; schools) where the pupilis absence has been recorded with, one or
hare allowed the absence (regardless of which parent; has applied, for as leare of absence). Further information
orv Penalty notices is provided iy point; 9. below« A penalty notice may also be issued where parents allow their
child, to- be present; iy a public place during school hours without reasonable justifications during the first 5 days
of & fuxed or permanent; exclusiors Inv this case;, the school must have notified the parents of the days the pupil
must not be present inv o public place.

Notice to- improve - A Notice to Improve is a finals opportunity for o parent to- engage irv support and, improwve
attendance before as penalty notice s issued: If the national threshold, has beens met and support is appropriate
bub offers of support, hae nob beery engaged, with by the parent or hame not; worked, as Notice to- Improwe
should, usually be sent to- give parents a final; chance to- engage v support, Details of what sufficient
improvement means or looks like: will, be: made clear in the Notice to- Improve

If the school register closes (for either morning or afternoon sessions) causing o pupil to be recorded, as' absent;
whenr there is no- authonised, absence agreed, for them (see Definitions on pl), we will take the, following action:

a.

3.

Implement; our First Day Calling, procedure to- find outs where the child i not irv school and, no- prior information,
Follow our Escalation of Interventions Procedure (see Flowchart | ab the end, of this document) where o patterry
of non-attendance s emerging,

Routinely send, letters for information to- all, parents about their childs termly, school attendance and, specially
send, a letter home when we hanve identified, absences leading to- attendance below 46%.

Whenr termly attendance monitoring identifies persistent; absentees (belows 40%), we will, send, v letter home
and, if there is no improsement; they wills be inwited, to- any Attendance Panels Meeting with, the: Head, teacher
Conduch the, Attendance Panel Meeting and, deelop any appropriate action plany will be jointly agreed, and, may,
irwolve external, partner agencies.

Conduch as resiew after one half termy and, if there has beens no- improsement; iry altendance; we wills consults with,
our LA Access and, Inclusiory Officer to- determine the next; course of actions  This may be arv Early, Helps

Assessment, a, referral, to- another agency, or an agreement; to- formally, refer the matter to- our Access &

We will, keep: o detailed chronology of all, interventions and action taker to- improve attendance.

Aﬂ:endanwmomto{\mg;prooedxm

To propenly monitor and, manage attendance this school has v place:

A First Day Calling protocol

Follow- up phone calls and, other methods of communicatior like SMS, email; app notifications ete.
premium counterparts.

A regular attendance section irv the school, nexvsletter:

RAG (red, amber; or green) attendance letters issued ab the end, of emery term

6
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So that: we always know where a, child i based, during school hours, we hold, records of the address of any
alternative prosider we hamve commissioned, and, any subcontracted, provision or satellite sites the child may attend.
WeMWWWo&@W@WWWW& me&%ﬁp:\ovmvw@beunder\bokm

Late/pmooedures«
Lateness to school canv affect as child's wellbeing and, their education by disrupting their routines: and, learning,
Late arrimals

I}a:pupibanﬂmoﬁen&#Samﬂwmlate}onschooh

sigr inv /" signy outs book

@@Mmmwmm@mwmmwwmmwmmmgmondm

Persistent lateness

Iti&tob&&xp&izdﬂmbveny;owa&ondy@pupmwdbb@lomoﬁonwgmmmm We are concerned wherv late

WeWWWW@MMW@WWWEW%ImLW

process (see Flowchart & ab the end, of this' document) ab the Head, teacher's discretion as follows:

e If apupl s late once after their lateness has beery identified as o concerny admiry staff recording the Late,
strategies anvailable for tackling i I&mm@wmwwmm%mwmmmm
giverv to themv as soon as possible on the day of lateness eq. our template slip; emaili SMS, or app notification

° EWWWWWWMMW%WWM@WW

o If lateness continues; the Head teacher will write: o formal, letter to- parents or carers about improsving,
punﬁh.talibg.

° Emmmmwmw&mmw@wwmﬂmemmww
o If lateness persists action will be moued, to- our Escalation of Interventioni Absence process (see Flowchart | ats
the end, of this document) which may include a referral to-the LA Access and, Inclusions Officer for the most

persistent; cases:

Medical, or dental; appointments
Missing registration for as health-related, medicaly dentals therapy, hospital ete. appointment is arv authorised,
absence. Adwanced notice to- school is required to- get our authorisation for these absences. Parents or carers carv

Children, missing education are childrer of compulsory school age who- are nots registered pupils ab a school and, are
not receining suitable education otherwise thar ab as schooli Children, missing education are ab significant risk of
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underachiering, being victims of harm exploitations or radicalisationy and, becoming NEET (rot inv educations
employment; or training) later irv life

We encourage parents to- informv us of any changes whenener they occur inv order to- ensure that the school

Where o child, of compulsony school, age, who has been enrolled, irv the school, does not attend on the expected, day
and, the parents do- not notify the: school, of the absence, the school wills undertake o welfare check ir the form of a
was expected; inv schools

Imﬂw&oaseo&E)’FS (nursery) children, although they are below compulsory school, age; we wills monitor their
attendance v o similar way to other childrer inv the school to ensure their safety.

we carv take prompl action to- address issues; lower a) childss risks; and, improve their outcomes:

Updﬂi‘ing;’d\esdwol,r\oll;
We must notifyy our local authonity, when, we are abouts to- remove a pupil name froms our School, Admission
R@MWW%CWISWWWWCMMM ing inv Education R ' 2016 annex A.

We must also notify, our local, authonity withiny S days of adding o pupilis name to- our Admissions Register.  This
We must complete the Pupils Gaine and, Losses Information Sheet and send it to- the local authority ab the, end, of
If o pupil leares our school, and, their destination is not knows to- us thens we must; complete form CMEI and,
forward, it to- our LA CMMW@EW(CME)W%WQ&M@(S@W&&bdow»),
WeMWWmWWAWRWW%@WW%WW@MMW
agreed, or were notified by a person with, control of the pupil's attendance; that the pupil, will attend, our schools  If
no date is agreed; we will enfer the pupil's name on the first day, they attend, the, schools I(Pa/pupiL(Fail&toaﬁ:end/
consider notifying our Local, Authority about o potential child missing education at the earliest; opportunity,
What, happens when as school, thinks o child i missing education

This school understands that we hare o duty of care to ensure we hare conducted, reasonable enguires to locate a
child, missing education before it i reported, to the Local Authority CME officers.

Where o pupil leanves without: adsance notices or their destination is unknown, we willi

e Check possible whereahouts with staff.

e Contach parents using their last knowsn telephone numbers email: address; app accounts or other reasonable route.
e Contact aruy other emergency contacts held for the pupil

L Make a home wisit to- the last krowrv address.

e Check with neighbours and, anwy know friends:

e Contact anuy agencies known to be iraolved:

e Ifthe pupil s statemented or has SEND check with, SEND services.

° I}WWWW@M%SWSWWMWWWWWWW

° A*WW9WWWW%MWW%€WW9W

®  Check any social media sites e.g. Facehook:

If the pupil's whereabouts is still not known, the school wills complete o CMEI This will, enable the LA to make

The pupil will, remairy orv our school, rolls for A0 school days and, their absence will, bes recorded:

We will, contact the CME officer to- agree the date that: the pupil; shoulds be removed, from our school roll, before we
actually remose the puplls froms our rolls Orv this date; the CME officer wills forwards as form CMEQ to- us. We will

8
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date.

Admission 0}: childrer Fr\oml overseas

These procedures apply to- all; schools where the Local, Authoritiy s the: admissions authonity.

This school understands and, wills comply withs the: Schools' Admission Code when dealing with arv application for o
child who- is' not o, UK Nationali We cannot refuse as school, place simply because of doubts about as child's
immigration status, neither can we check the immigration or nationality status of foreign national childrery as o pre~
conditiony for admission Imaddihomwemustnotask/tose@pusspomonmmmigmhomm&mmahma&@
conditiory of admission. Withs the, exception of childrers who are Irishy nationals, we must not actinvely recruit foreigry
national, children who- are still, resident; overseas as pupils. FWWWNS%D}EWWOWSM
AnAé/EEAor\SMs&nahonaLwhommed;waUK b93| December\Q\OQ\Owa&eligibl@toapplgtotthU
Settlement; Scheme by 30 June A0, to continue to be able to- live, work, and; study inv the UK if their application
notapplymg;bgzﬂrw30 June Q0! deadlire.

If they are not, eligible to- apply to- the EU Settlement, Scheme, EEA and, Swiss national children entering the, UK
after the end of 200 will be treated the same as other foreign nationals:  This means they will nob hase the right
to- enter the country to- access o state~funded school unless they fall, withiry the categonies of childreny who cany enter
the' UK and, attend o school (see following sections).

Those EEA and, Swiss citizens already living in the UK hanve as rights to- continue to- attend o state~funded, or
independent; school, iny England.  State~funded schools must not ask them to- prove their rights to- e irv the, UK
before offetng them o place

Childremaged/undm\@ carv enter the UK and, attend o schooli

® as a dependant of a foreign nationals parent; who has settled, statues i the UK

® as a dependant of their parent(s) who are invthe UK onv o Work visa or Student visa;

® as part of o family entering and residing inv the: UK under the immigration route for Hong Kong, British, National
(Overseas) (BNO) and, their dependents;

® as part of o family entering and residing in the: UK under the: Ukraine Sponsonship Scheme or Ukraine Family,
Scheme;

* as part of a family entering and, residing irv the, UK under:
- the Afghar Citizens Resettlement; Scheme;
- the Afghar Relocations and, Assistance Policy
- the Afghanistan Locally Employed Staff Ex-Gratiar Scheme.

Al these categories of childrer carv study at o state~funded, or independent; school once irv the UK. Dependent
childrery who do- not arrive inv the UK ot the: same time: as their parents would, need, to- apply for o wisa separately as

o dependent; child.
Lme&ojﬁabsmwdunngﬂrﬂmhme

carers must apply to school for a leave of absence.

The Department; for Education allows a Head teacher the discretion to- consider authorising o leare of absence irv
term time irv ‘specific circumstances’ and, in ‘exceptional circumstances. We are required, to- consider eachs

Parents and, carers with, whom the, child, normally lismes must, complete a Leare of Absence form outlining in writing
the exceptional, circumstances for the request. A paper copy of the formy can be obtained, from the front; entrance.
The form must be returned, to- school, for o decision abi least A weeks before the first daiy of leame requested, (except
for o bereamement, or other serious family emergency). The Head, teacher may inwite you to- attend o meeting to

‘S [ . ., ;
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*  Taking part inv as regulated performance or employment; abroad: irv line with o licence issued, by a locals
authonity or Justice of the Peace or as body of persons approsal, (BOPA).

e Abtending arv interssiem: for entry intor another educational institution, where requested, i admance by o parent;

* A temporary, time-limited part-time timetable: where the pupils is of compulsony school age, both the parent,
who the, pupils normally lises with, ands school, agree the pupil; should temporarily be educated onv o part-time
basie for exceptional reasons and hame agreed the times and, dates when the pupils will be: expected, to- attend,

We define ‘exceptional circumstances as arv event, or problem whichs a parent; o carer cannoty control or dids not

expect.

No holidays taken, during term time wills be; authorised: unless an exceptional circumstance also- applies.

Leanve of absence will, not be: granted, for a pupil to take part v protest; actinity during school hours.

Valid reasons for applying exceptional, cincumstances and allowing arv authorised, absence may include:

®  Being too urwell, or infectious to- be in schooly medical or dental; appointments; or an absence froms school
hmwvnecommended:bg@heolﬂvp»o{%&'mabaszpar\to}a/pw\entovduld;snelmbilitahmlﬁr\orwphg&bol/ovmmfol/%—

on injry

e The school site; or part of it is closeds due to- an unamoidable cause wheny it should be open

e Transport provided by the school or a local, authority is not arailable and the pupilis home is not withiry safe
walking distance (& miles' measured by the nearest available safe route for a child aged: 7 ands under and, 3

® A local or national, emergency has resulted, in widespread, disruption to- travel or daily activities which has

®  Service personnel close to the family returning fromv o tour of duty abroad where it is enidenced, the indinidual

®  Religious ohservance - where the day is exclusively set apart for religious observance by the religious body to-
confirm whether the day ts set, apart.

e Pupils tranvelling with their parents/carers for occupational, purposes - this covers' Roma, Englishy and, Welsh,
Gypsies, Inishy ands Scottishy Tramellers, Showmen (fairground, people) and, Circus people, Bargees (occupational
boat; dwellers) and, New- Tranellers. Absence may be authorised, only whery o Trameller family is knowr to be,
s attending educational provision

®  Bereamement; or unexpected and, serlous personal or family problems.

® To attend the wedding of a person close to the family - up to | day

e/x;cepﬁonaL

If o request meets the exceptional circumstances criterias bub falls withirny the following, times, the Head, teacher must

e Year Sux transition days
o Year Sixs SAT's week;
e Year Two - SAT's week (week to be decided by school);
®  Any designated teacher assessment; period (decided by school and notified; v admance));
As well, as the specific and, exceptional circumstances describeds abose, there ares certain educational actirvities
where a leare of absence may be granted by the school, for example:
* To attend arv offsite approved, educational actinviy.
* To attend ancther school, ab which, the pupil s registered, (dual-registration)).
. I;aﬁmdmmng@@%wmm@egmmewmwm&%mmm
*  To participate irv an approved; sporting achivity.
. Toaiimd;medumﬁonabvisibontﬂpamngﬂibgt}wsdwooh
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If o leare of absence is granted, i is for the Head teacher to- determine the lengths of time the pupil, carv be: away,
fromy schooly and, they, may nob authorise the, whole period requested:  If o pupil; does nob returry to- school ony the

Al unauthonised, absences; including holidays that hamve not beer sanctioned by the Head teacher, are: cumulatie
ensure regular attendance of their children abs school, can be issued, withy a Notice to- Improue and/or Fixed Penalty,
Notice under Section bb-l(l) of the Educations Act 1996 (as' amended). For a finst offence; the amount is £80 (per
parent; per child) if paid withirv &1 days and £160 (per parent per child) if paid bebweers &l and, &8 days. The
second time a Penallyy Notice is tssued, (withiny 3 years) for unauthorised absence the: amount, will, be £160 (per
parent, per child) paid withiny &8 days: See information irv table below. Failure to- pay a Penalty Notice withiny 28
days may resulls inv prosecution:  Before issuing a penalty notice and where thresholds hare beers met; we will
Althoughs not included, irv the, National Framemwork, where the, school, has notified the parent, that, their child, must not
be present; iy @ public place during school hours during the first 5 days of o fuxed, or permanent; exclusions and, this
has beery allowed; a penalty fine of £120 (reduced to £60 if paids withiny &1 days) may be issued:

We will, comply with the LA local code of conduct for issuing penalty notices which iss amailable on the: Cumbenrland,

Incentinves and remwards

e Staff and pupils talk about the benefits of school attendance and, punctuality, ands we share class attendance
per\cmtcgmweeklgw«ﬂvdﬂsse& cdebxﬂhngﬂw@mng@ooﬁadﬁmwement&suphosmO/oﬁendmmmost

e We publish, information about the importance; and our expectations, o&good:schoobaﬁaﬂdanwand/pmmwg
and, how we celebrate it o the school, wehsite and, irv regular newwsletters.
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Penalty Notice Fines for School, Attendance changed onv [9th, August
A0 L4
With the introduction of the new- National, Framemork, for Penalty, Notices issued, by DfE, the following changes
will, come info-force, for- School, Penalty Notice Fines issued after [9th Augusb 202k

From 19 August 2024 there is a single consistent national threshold for when a penalty notice must be
considered by all schools in England of 10 sessions (usually equivalent to 5 school days) of unauthorised
absence within a rolling 10 school week period.

These sessions do not have to be consecutive and can be made up of a combination of any type of
unauthorised absence.

The 10-school week period can span different terms or school years.

Please note: The DfE does not consider a need or desire for a holiday or other absence for the purpose of
leisure and recreation to be an exceptional circumstance.

First Offence Per Parent*, Per Child
The first time a Penalty Notice is issued for Penalty Notice Fines are issued to each parent*, for
unauthorised absence the amount will be: each child that was absent.
£160 per parent, per child paid within 28 days. For example: 3 siblings absent for term time leave,
Reduced to £80 per parent, per child if paid would result in each pérent receiving 3 separate
oy fines.
within 21 days.
*Parent

Section 576 of the Education Act 1996 defines

Second Offence parent” as:

(within 3 years) e All natural (biological) parents, whether
they are married or not.

The Second time a Penalty Notice is issued for
unauthorised absence the amount will be: * Any person who, although not a natural
parent, has parental responsibility for a

£160 per parent, per child paid within 28 days. child or young person.

e Any person who, although not a natural
parent, has care of a child or young person.

Third Offence and Any Further Offences
(within 3 years)

The third time an offence is committed a Penalty Notice will not be issued and the case could be

presented straight to the Magistrate’s Court. Prosecution can result in Criminal records and fines of
up to £2,500.

Cases found guilty in Magistrates’ Court may show on the parent’s future DBS certificate due to
‘failure to safeguard a child’s education’.




Table |: Nationall School Attendances Codes

On eachs occasion the register is taker the: appropriate national attendance and, absence code must be entered for every

pupil (of bothy compulsory and, non-compulsory school, age) whose name i listed irv the: admission register ati the time
(with the exception of as pupil who s o boarder).

Code

/

Present (am)

\

Present; (pm)

Pupil i& present ati gfternoony registration

Late arrinal

Pupil arrives late before register has closed: I(Fa/pupiLL&r\ecotded/‘N’bui'/ONWe&
Ww%m%mwwmmwmﬂ\mw

Attendance at anwy other approsed, educational: activity arranged, by the school e
Alternative prosision not arranged throughs the approsed; framemork (Sees K’ belown);
transition/taster days b other schools: course ab college: Record: nature:  Education

by the LA

Attending education prosisions arranged by the LA e home tutoring: approved,
provisior arranged: by the, school, where: codes P or B” mush bes used: Record, nature:
the relemant code

Dual, registered,

Pupil i attending o sessiorv ab another sething where they, ares also- registered e.g.
PRU: hospital, education; educations at: o secure/residential, site; off-site
direction/managed move: This code may be used, by, either sething. Al unexpected

Sporting actimyy

Pupil i& participating inv s physically, superised, sporting actismity approved by schools
Record: nature:  Prosider to notify the school of any, absence whichs must be recorded,
withy the, releasant; code.

Educational, trip o visit/off-

Pupil is ab @ school staff supervised, off-site educational; activity or orv anv educational
visit/trip organised; or approved; by school: Records nature: Relenant code must be

Unable to attend,

Pupil unable to attend, because of o lack of access arrangements ue: a failure by the
LA to make travel: arrangements for the pupil to- which the pupil, was' entitled:

Works e/xpemenoe/

PWW%MWW@WWWWWMWLA.
relemant; code.

Authorised, absence

Lmoaﬁabwmgxuniedbg
the school,

Pupil has beery granted a lease of absence due to exceptional; circumstances: Where,
o leare of absence e granted; the school will, determine the number of days a pupils
carv be absent: from schools Schools are expected to- act reasonably and grant o
granted entirely ab the, schools discretion: Generally o holiday, or other absence for
leisure: and; recreation would: not constifute anv exceptionals circumstance:

Cl

As abouve.

Leare of absence for the purpose of participating inv as regulated performance or
undertaking regulated, employment: abroad under o licence o exemption

Ca

AS'OJJOV&

Leare of absence for o, compulsory school age pupils subject to- a temporary, or
permanent; part-time timetable,

Suspended, or Permanently
excluded,

Pupil has beerv suspended; or permanently excluded, orv disciplinary grounds bub their
name i stills entered, irv the: admission register and, no- alternatise prosision has beery
of any suspensior or permanent exclusion




Jl

Intervieme

edumhonabmﬁhmtwm

TUness (not medical or dental
appointment)

School has' been notified that: o pupils wills bes absenty due to- illness (both physical and,
the absence.

Pupl is ab @ medical or dentol appointment:  Applicatior for leave must be made irv
admance by parent or pupils over compulsory school age: I o pupils is present, b

M | Medical/dental, appointment, | 1 bt then Leawes the schoob to- attend an approveds medical, o dental
Puplls i taking part inv o day or part day, exclusively set apart for religious
R Rd&g&mwobfsebvance If o religious body sets apart o single day, and the parent; applies for more thar one
shmﬂdberewrdedu&ngﬂ\em\twdec
S S Leare of absence for the purpose of studying for as public examinations Must be: used,
fiidhy sparingly with remisions opportunities irv schools
The pupil is o mobile child: and, their parent{s) is tranvelling in the course of their trade
Parent trarelling for or business and, the pupil is travelling, with, them. A mohile child s o child, of
T occupational purposes compulsony school age who has no- fixed abode and, whose parent(s) is engaged, v a
omww%w bﬂdeovbu&nes&whdwwu%ﬂwmbbwd/a&wmplowtoplaw Fona/duld/aged/
(mobile child) 6 or onven; the parent must prose that the: child: has attended, school for ab least 200
sessions irvthe preceding |& months.
Unauthorised, absence
Pu,PAJJL&O{’\/O/hOJJ.dOIA/O{\tﬂYY\/ b;mlsamet}wtwa&notgmnbed/ appxwed/bg/schoob
G Unauﬂﬁmsed:h@hdag/ wwem%%wdmm\mwmmohTmmmgmmqﬂ
ob»senoer\et\ospmtwdg‘
Pugbwabsawb}onmmkmmm&om(ﬂﬂ&wd&shmddb@mwxd@d/w{ﬂvﬂwm
established, %W%WWWO%MWWW@M@@WS
0 Absent v other or unknowsry School, is not satisfied, with reason for pupilis absence or are nob made: aware of the
U Awabaﬁ,er\r\egxstx\ahom Pupil arrived ab school after the: register closed:
Pupiboaﬁnm—mpulsmvsdwobogewhﬂwnotw»edtooﬁ:mdsc}woh IOEJEh@
the relemant, absence code.
y Unable to- attend due to- Unobl@boﬁendschmbbemuﬁeo}mmoidﬂbl@muﬁeonexoepﬁmﬂbm&on& Y
excepﬁonaLchnsi'ﬂnm codes are brokery down belows
4 ob expected to- attend: is not withiny walking distance of their home (normal, walking distance rules apply).
Y2 | As aboue e )
y3 As aboue, Unﬂblefoaﬁaﬁddxwfoparto}ﬂwschnobpremimbw closed: and, pupil, cannot
¥ ) practicably be: accommodated, irv other openv areas of the: school:
Unable to- attend, due to- the: whole schools site being unexpectedly closed: For
Y As above. xampl@extx\emeweoﬂwdamogemhotwaba\m\hmhng Not’tobeused/oﬁoo
planned, closure eig: weekends or holidays.
Unobl@boﬂ:endo&pupxbwwwmmL&usﬁmdeFonemmpl&mpdm

o senfence of detention




Unabl@tooﬁuxdwomdanwwdhpubhohmﬁhgwdmmovlaw Trarmel to- or

Y6 As aborve. attendance would, be; contrary to; or prohibited, by, any guidance relating to- the
Unable to- altend because of any other unavoidable cause: For e , arv

Y7 As abose. wﬂwww@aﬂywmtoaﬁﬂﬂdCMTh@mo{dabl@mmbe
mush be recorded:

7 Pupil orv admissior register Register set, up but pupil has nots yeb joined the, schools This code ts not collected, for

# p Whole or partial school closure: due to- half-term/bank holiday/INSET day/use of the

whole school as a polling, station Notcollaci@d(ﬁwsmhsﬁwbpw*posw




Flowchart |: Attendance Escalation of Intersention, - ABSENCES

Attendance is monitored termly and, irv some cases half tenmly.  Issues withs attendance carv arise abr any, time so- action on
concerns carv take place ab any time inv the school year bub may fall, iy line: with, monitoring.

% Attendance Leamel of Intervention Responsibility
100% No attendance concerns. The school senior
attendance leads
*  Analyse the end of term monitoring (SAL) on
e RAG Attendance Letters to be sent; home termly. b
Lower Greerv
96 - 99.9%
Attendance concerns. The school SAL on
° Flnstdwyr\eeponmtobeadmned‘ :
®  Speak to the individual irv schools
® Rewards to be giver as per the current; school strategy.
*  Analyse the end of term monitoring:
° RAGAMWLM%MWWWM%WO}
poor aftendance (Upper or Lower Amber as appropriate).
° Popent&bobemmted/tocometosd'wobvoluntm\lgtolwmaboub
Below 90 % SWmnbaﬂendanwwnwn&
*  Analyse the end of term monitoring School SAL

e RAG Attendance Letters to be sent; home with, o warning that further

At the end, of the half tenm monitoring period: School SAL/LA

o Ifthere is improvement; communicate and celebrate appropriately Officer

e Ifthere is no improvement, cormene a meeting (with the Head,
parents to- agree and, wiite: down as parent/pupil/school ‘attendance
contract and, action plary to- improve a, child's aftendance eg. TAF,
Early Help / Plary of Support: Plan to- monitor for o further half term,
and agree o resiew- date with, parents.

° Immpar\eni&torwmﬂﬁeadwmplam(ﬂu&meehngw@beh&@ é;ﬁSAL/LA
and, decisions made iy o parents’ absence if they fail, to- attend).

e Ifthere is improvement; communicate and, celebrate appropriately

*  Ipthere s no umprovement thery escalate biy neferving the pupl to
[insert LA Access and, Inclusions Officer with, enidence~ this may




Flowchart &: Attendance Escalation of Intervention, - LATENESS

Lateness s monitored on a weekly basis' and, sometimes more oftery and, the following action triggers are irv place:

® Lateness s to be challenged by the member of staff admitting the
asking them why, their child is late.

o Offer adwice or support to parents if necessary

®  Record it irv the schools late systermu

e Send o lateness warning letter to- parents outlining concerns ands

% Attendance Leamel of Intervention Responsibility
No lateness No- lateness concerns.
o Anﬂh&s@’dﬁemd,o({;termmmmmg, The School SAL on
o Celebrate punctuality. these actions
Lateness concerns.

The School SAL orv
these actions

3 or b late arrimals
uv a week

Slgm&u:onblafa\es&conw\n&

®  Regularly monitor the need to- issue lateness letters.

e Issue writtery warnings (lateness letters) abouts concerns ab the Head,
teacher's discretion

Ab the end, of monitoning:

e Ifthere is improvement irv punctuality, continue monitoring.

e Ifthere is no improvement, inv punchualify connvene a lateness meeting
(with the Head teacher and/or senior attendance lead) to- enable the
school and, parents to agree and, write: down o parent/pupil/school
aﬁmwdmwwnm@mdmplamtompmve@dmdspunduuh@

e If lateness continues, escalate the lateness to- consideration as
unauthonised absence and mose over to the attendance escalatior

procedure:

School SAL

School SAL /LA
Oa%w




Appendix A
Nupser\g/ Eaphd/ Y ears Attendance Polboé/

D |:. .|.

Parent, - (fromv Section, 576 of the Education, A 1996) includes all natural, parents (whether they, are: marnied,
or not), all those who hame parental responsibility for a child, or young persory (caregivers), and those who hame
day to- day responsibility for as child or young, persory (ue, lisves with, and, looks' after the, child).

Child/childrern - o young person who has not yet reached, statutory school age.

Introduction

The DfE EYES Statutory framewvork for group and, school-based providers sets out the requirements for EYFS
WthAWPMMWMmMMWM Th@aﬁr\amewor%
also requires us to follow up orv any absences inv as timelyy manner:

Ab arv early age, continuity and, consistency are important; contributors to- o child's wellbeing and, progress. We,
opportunities amvailable to them iry their early years:. We aim to- promote goods attendance and, sel good, habite
irv preparation for schools

Childrer with, goods early years attendance also perform better thary their peers ab the end, of Reception: This
means that a lack of attendance coulds affect your child's learning and, deelopment. Therefore, regular and,
punctual attendance is' paramount so- that; all, childrery have full access to-the EYFS curriculum

This Policy outlines our expectations for attendance; procedures for reporting absences, and the actions we will
take iy cases of unexplained or prolonged absences. We are: committed to ensuring the safety, protection and,
wellbeing of all. childrerv irv our care.

Aﬂiendanwexped'ahon&

Y oung children, cany sometimes be reluctant to- attend early years prosisions  This could, be because they are
tired, or just, want to- stay ab home with, their parents. Howerer it ts always better to- support; your child's
wellbeing by reminding them that they will, have o greal time, with their friends; playing and leaming,
Cooperation and communication between home and nurseny, is the best way, to- support s child's wellbeing
needs:

Compulsory full-time education starts from the termy following o childs fifth birthday. Before this, children born,
from | Aprilito 31 August - known as summer borry children - may attend, reception classes either full-time or
participation to- support their child's' deselopment. For childrery bory inv the: summer who- begiry schools inv the nexts
academic year, we also recommend making use of the reception class—whether on as full-time or part-time

We expect all, childrer to attend, their scheduled, sessions regulanly ands punctually: Parents are responsible for
en&umgzﬂ'\wohdd/sfoﬁendanoe I&@MWW@MWWWU&O&WO&W&M
Reporh‘ng;abseno@s«

Parents must: notify the EYFS prosider of their childs absence on the day of the absence: Absences carv be
reported by telephone: 01946 373656 or wia Emaili admin@lowcacumbriaischuuk:  Whery reporting an absence,

plwsep:w&detheduld@aﬁuunanw reasorv for absence (e illness, appointment) and the expected, duration of
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Un&xplﬂined:ab/senm

Parents should provide the setting withs ab least 3 emergency, contach numbers. Where possible, one of these
rumbers should be for arv indisidual, who does nots lise inv the child's home.  If as child, is absent; without
contacts provided:  All contact attempts and, outcomes will, be recorded, inv the: childs aftendance record: I(Fwe
procedures:

If o child is ‘cared, for', subjech to- o child, protection plary or @ child irv need, ther the child's social worker will

Prolonged, absences

A prolonged absence i defined as & consecutive sessions of absence without o valid explanation. If a child, is

absent, for a, prolonged, period; we willi

®  send a writherv communication (eq. email or letter) to- the parent;

®  consider a home visily if appropriate; and follow internal procedures which could include the withdramal, of
the child's nursery placement.

o consulb with, our DSL if there are concerns abouts the childs welfare:

TUness

If your child s uruvells please keep them ab home to- preaents the spread, of infection: UK Healths Security Agency
circumstances and for hows long (NHS = Ts muy child, too Ul for school). Please informy us of any contagious
ilnesses; suchs as chickenpoxs measles; mumps; scarlet fermer, whooping cough ete:. If o child i suffering from
adwmised by a medical professional

Lafe;mWal/Em\lgszeotim»

It s important that: yow arrive ony time to- collect your child:  If for anuy reason you are unable to; please

arrange for a family member or friend to- collect your child and inform the schools Iy the unlikely exent that
yow are unable to- make alternative arrangements, [youw wills incur as charge for late collection]. [amend, to- reflect;

SWWCHMPPOMM

Staff are trained to- identify and, respond, to- safeguarding concerns:  Any concerns abouls as childs welfare will,
be reported to- the DSL. We wills follow our child, protection procedures and, work withs relessant; authorities as

FIEC/%BOI‘{&A
T .l.

next sething to- ensure a smooths transition, and, we cary take them off our register:


https://www.nhs.uk/live-well/is-my-child-too-ill-for-school/
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