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Statement of intent

Carrwood, Primary School helieves that in order to facilitate teaching and learning, good
school.

We understand that boarriers to- attendance are complex, and that some pupils find, it harder
than others to attend school; therefore, we will continue to prioritise cultivating a safe and
parents.

The school takes a whole-school approuch to securing good attendance, and recognises the
impact that owr efforts in other areas - such as the cwriculum, behaviour standards, bullying,
SEND support, supporting pupils with medical conditions or disahbilities, safeguarding, pastoral
support and wellbeing, support for young carers and, children with a social worker, and the

We are committed to:
Ensuring this attendance policy is clear and easily understood by staff, pupils and
parents.
Intervening early and working with the LA and other relevant partners to understand
and remove harriers to attendance and provide appropriate support.
Building strong relationships with families to- overcome barriers to- attendance.
Working collaboratively with other schools in the area, as well as other agencies.
Ensuring parents understand their legal responsibility to- make sure their child receives
educational needs they may have, and that, where their child is registered at school,
Regularly monitoring and analysing attendance and ahsence data to identify pupils or
cohorts that require more support.

The school's attendance lead is Rebecca Heald. Staff, parents and pupils will be expected, to
contact the attendance lead or school office for queries or concerns ahout attendance.




1. Legal framework

not limited, to, the following:

Education Acts 1996 and 2002
The Children Act 1989
The Crime and Disorder Act 1998

The Anti-Social Behaviowr Act 2003

The Sentencing Act 2020
The School Attendance (Pupil Registration) (England) Regulations 2024

The Education (Parenting Contructs and Parenting Orders) (England) Regulations
2007

The Education (Penalty Notices) (England) Regulations 2007, as amended

The Education, (Information, about Individual Pupils) (England) Regulations 2013
The Children, and, Young, Persons Acts 1933 and. 1963
Equality Act 2010
The Children (Performances and Activities) (England) Regulations 2014
DE ‘Working, together to- improve school attendance’
DJE ‘Keeping, children safe in education (KCSIE)’
DJE ‘Working, together to- safeguard, children’
DJE ‘Children missing education.
DJE ‘Providing remote education: guidance for schools.
DJE ‘Summary table of responsibilities for school attendance’
DE ‘Sharing, daily pupil attendance data’
This policy operates in conjunction with the following school policies:
«  Child Protection and Safeguarding, Policy,
«  Complaints Procedures Policy,
«  Behaviour Policy




e SEND Policy
e Supporting Pupils with Medical Conditions Policy

e Children With Health Needs who Cannot Attend School Policy

2. Roles and responsihilities
The governing hoard will have overall responsibility for:

school.

Ensuring school leaders fulfil expectations and statutory duties including making sure
information with the DE and LA.
Ensuring the school works effectively with local partners to help remove barriers to

who have a specified attendance functior.

Working with the SLT to set gouls for attendance and providing support and challenge
Regularly reviewing attendance data, including recent and historic trends,
data, and paying particular attention to pupil cohorts that face greater barriers to
attendance.

Ensuring that this policy, as written, does not discriminate on any grounds, including,
but not limited to, ethnicity/national origin, cultwre, religion, gender, disability or

sexual orientation.

Handling complaints regarding this policy as outlined in the school's Complaints
Procedures Policy.

Having regard to KCSIE when making arrangements to safeguard and promote the




The headteacher is responsible for:

procedures across the school.

Monitoring absence data and, reporting it to the governors

Appointing a memher of the SLT as the school's Senior Attendance Champion, with

Issuing penalty notices where appropriate, or authorising o deputy or assistant
headteacher to issue them, in accordance with the National Frumework for Penalty
Notices and the LA’s Local Code of Conduct.

a pupil's name is added to or deleted from the school's admission register outside of

Providing the LA, at the frequency agreed with the LA and no less frequently than once
who fail to attend school regularly or who have been ahsent continuously, for ten school
days where their absence has heen recorded using one or more of codes G, N, O and/or
u.

Providing the LA with a sickness retwn for any, pupil of compulsory school age who is
recorded with code I where there are reasonahle grounds to helieve the pupil will miss
15 school days consecutively or cumulatively during the school year because of sickness.
Ensuring all parents are aware of the school's attendance expectations and procedures.
Ensuring that every pupil has access to full-time education and will act as early as
possible to address pattemns of ahsence.

Working with parents of pupils with SEND to develop specific support approuches for
pupils with SEND face barriers within school.

Ensuring that a pupil's social worker and/or youth offending team worker, where
applicable, is informed of any unexplained absence.

Staff are responsible for:

Motdelling good attendance behaviour.
Using their professional judgement and knowledge of individual pupils to inform
decisions as to- whether any welfare concerns should be escalated.




e Where designated, taking the attendance register at the relevant times during the school
day.

The Senior Attendance Champion is responsible for:
Setting a clear vision for improving and maintaining good attendance.
are followed, by, all staff.
Monitoring and analysing attendance data to identify pattems, priorities and pupils or

Regularly evoluating the effectiveness of the school's attendance strutegies, processes

Working with pupils, parents, the LA and other relevant partners to remove harriers to
attendance.

The Attendance Support Team are responsible for
e Monitoring attendance on a day-to-day hasis and identifying unexplained or
concerning ahsence.

with the school's procedures.

Maintaining accurate attendance records and supporting the accwrate use of attendance
codes.

barriers to regular attendance.

Escalating persistent, severe or otherwise concermning absence to the Senior Attendance

e Arriving at school on time and being ready to leam.

e Following any support provided hy the school to improve attendance.

Parents are responsible for:
¢ Providing accwrute and up-to-date contact details.




Providing the school with more than one emergency contact numhber.

Updating the school if their details change.

The attendance of their children at school.

Prouctively engaging with any attendance support affered by the school and, the LA.

Jor the absence and advising when their child, is expected to returm.

Requesting leave of abhsence only in exceptional circumstances, and in advance.

3. Definitions
Ahsence:

e Not heing present at school for a session where the pupil is required to attend and the
ahsence is recorded using an appropriate absence code.

e Arrival at school after the register has closed.

Authorised absence:

An ahsence for sickness for which the school has granted leave
Medical or dental appointments which unavoidably fall during school time, for which
the school has granted leave
Religious or cultural ohservances for which the school has granted leave
An ahsence due to a family emergency
Unauthorised ahsence:

Parents keeping children off school unnecessarily or without reason

Truancy hefore or during the school day,

Ahsences which have never heen properly explained

Arrival at school after the register has closed,

Absence due to shopping, looking after other children or birthdays

Absence due to day trips and holidays in term-time which have not heen agreed




e Leaving school for no reason during the day
Persistent ahsence (PA):

e Missing 10 percent or more of school sessions for any reason, equivalent to- one day or
more a fortnight across a full school year.

Missing education

e Not registered at a school and not receiving suitable education in a setting other than
a school.

Severe abhsence

e Missing 50 percent or more of school sessions for any reasomn.

4. Attendance expectations

The school has high expectations for pupils’ attendance and punctuality, and ensures that
these expectations are communicated regularly to parents and pupils.

Pupils will be expected to attend school punctually every day they are required to be at school,
for the Jull, day,

The school day starts at 8.45am, and pupils will be in their classroom, ready to begin lessons
at this time.

Registers will be taken as follows throughout the school day:

e The moming register will be marked by 8.55am. Pupils will receive o late mark if they
are not in their classroom by this time. Pupils attending after this time will receive a
mark to show that they were on site, but this will count as @ late mark
The morning register will close at 9:25am. Pupils will receive o mark of absence i they,
The afternoon register will close at 12.50pm. Pupils will receive o mark of ahsence if
they are not present

Pupils will be encouraged to- communicate any concerns related to attendance and absence as
soon as possible to the relevant memhber of staff.

The school will actively discournge late arrival, seek explanations from parents for lateness and

5. Ahsence procedures
Parents will he required to contact the school office via telephone hefore 8.45am on the first

day of their child's absence - they will be expected to provide an explanation for the abhsence
and an estimation of how long the ahsence will last, e.g. one school day.




Where o pupil is ahsent, and their parent has not contacted the school by the close of the
moring register to report the ahsence, staff will contact the parent by, text and phone call as
soon as is practicable on the first day that they do not attend school. See appendix A for

The school will abways follow up any ahsences in order to:

Ascertain the reason for the ahsence.

Ensure the proper safeguarding action is being taken.

Identify whether the ahsence is authorised or not.

Identify the correct code to use to enter the data onto the school census system.

Where a pupil is absent for more than 10 school days in one term, the pupil's parent will be
expected to provide a signed letter with an explanation for the absence(s).

The school will not routinely request medical evidence where a pupil is absent due to illness.
Where there is genuine and, reasonable doubt ahout the authenticity of the illness, the school
may request appropriate supporting evidence. Where a parent cannot provide evidence in the

Where a pupil's absence is at risk of becoming persistent or severe, the school will work with
actions or interventions. Staff will support the day-to-day implementation of agreed actions,
with the Senior Attendance Champion overseeing the school's strategic response and escalation
The school will provide the LA, at the frequency agreed with the LA and no less frequently than
who fail to- attend school regularly or who have heen absent continuously for ten school days
where their absence has been recorded using one or more of codes G, N, O and/or U.

The school will provide the LA with a sickness retwn for any pupil of compulsory school age
who is recorded with code I where the school has reasonable grounds to helieve that the pupil
will miss 15 school days, consecutively or cumulatively, because of sickness. Only one sickness
retwn will be required for a continuous period of sickness in a school year.

Where a pupil does not retwn from a period of leave or has a continuous period of ahsence,
the school and the school and, the LA will carry out joint reasonable enquiries, where required,
under the School Attendance (Pupil Registrution) (England) Regulations 2024, to estahblish the
pupil's whereahouts. Where the pupil lives in a different local authority area, the School LA
will liaise with the Home LA as appropriate. If, following reasonable enquiries, the pupil's
name is lawfully removed from the school's admission register, the relevant LA will consider
whether the pupil should be identified as a child missing educatiomn.

Where the school is unable to establish the reason for a pupil's ahsence and there are




procedures. The school will recognise that unexplained or prolonged absence from education
can be a safeguarding waming sign.

6. Attendance register

The school uses Arbor to keep attendance registers to ensure they are as accurute as possible

Designated staff memhers will take the attendance register at the start of each school day and,
at the start of the afternoon session.

The register will record the appropriate national attendance or ahsence code for every pupil,
other permitted provision, ahsent, or unable to- attend in accordance with the circumstances set

The school will use the national attendance codes set out in Regulation 10 of The School
Attendance (Pupil Registrution) (England) Regulations 2024 to enswre attendance and absence
are monitored and recorded, in a consistent way. The following codes will be used:

e # = planned whole-school closure
/ = Present in the moring,
\ = Present in the afternoon
L = Late arrival hefore the register has closed,
C = Leave of absence granted, by, the school for exceptional, circumstances
S = Study leave

C1 = Leave of ahsence for participating in a regulated performance or employment
abroud,

C2 = Leave of absence for part-time pupils

E = Suspended, or permanently excluded, but no altemative provision made
J1 = Leave of absence for job or education interviews.

I = Illness

M = Medical or dental appointments

K = Attending provision arranged by the LA

R = Religious ohservance




B = Off-site education activity

G = Unauthorised, holiday

O = Unauthorised absence

U = Arrived, after registration, closed

N = Reason for ahsence not yet established; where the reason cannot he established
within five school days, the school will amend the entry, to Code O.

X = Not required to be in school
T = Traveller absence

Q = Unable to attend the school because of a lack of access wrrungements, in
accordance with the circumstances set out in the School Attendance (Pupil Registration)
(England) Regulations 2024.

V = Educational visit or trip

P = Particinating in o icod , vity, with ision heing physicall

D = Dual registered, - at another educational establishment

Y1 = Absent due to their regular transport not heing available
Y2 = Absent due to travel disruption

Y3 = Absent due to part of. the school premises heing closed,

Y4 = Absent due to the school site being, closed,

Y5 = Absent due to heing in criminal justice detention

Y6 = Absent due to public health guidance or law, despite the pupil being well enough
to attend

Y7 = Absent due to any other unavoidable cause, the natwre of which must be

Z = Pupil not on admission register

When the school has planned, in advance to be fully or partially closed, the code ‘#' will be
used for the relevant pupils who are ahsent. This code will also be used to record year groups
who are not due to attend hecause the school has set different term dates for different years,
e.g. induction days.




Where there is more than one afternoon session, and therefore the attendance register is taken

to be recorded as absent using the appropriate absence code. Remote education will only be
used in accordance with the DPE's guidance, including as a last resort where appropriate and
as part of a plan to reintegrate the pupil into school.

All amendments made to the attendance register will include the original entry, the amended
necessary to correct the entry.

Every entry in the attendance register will be preserved for six years from the date the data
wus entered.

7. Authorising parental ahsence requests

Parents will be required to request certain types of absence in advance. All requests for
ahsence will he handled by the headteacher. Each request will he considered, individually,

the best interests of the pupil and the impact on the pupil's education. The headteacher’s

decision is not subject to- appeal; however, the school will he sympathetic to requests for

Leave of ahsence

The school will only grant a pupil a leave of ahsence in exceptional circumstances. In order to
have requests for a leave of absence considered, the school will expect parents to use the local
authority online request form at least two weeks prior to the proposed start date of the leave
absence would he expected to occur.

pupil's previous attendance record will he taken into account. Where the absence is grunted,
need, or desire for a holiday or other absence for the pwrpose of leiswre and recreation will not
he considered an exceptional circumstance.

Leave of ahsence will not he granted for a pupil to take part in protest activity during school
hours.

When considering a request, the school may take relevant factors into account, including the
circumstances; however, each application will he considered on its individual merits.




If term-time leave is not grunted, taking a pupil out of school will be recorded as an
unauthorised ahsence and may result in sanctions, such as a penalty notice. The school cannot

https://onlineforms.bradford.gov.uk/ufs/Schooll eaveRequest.eh?ehd=0&ehz=3_17888714361
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IUness and healthcare appointments

Parents will he expected to make medical or dental appointments outside of school howrs

wherever possible. Where this is not possible, parents will he expected to request approval for
their child’s absence as far in advonce as is practicable.

Leave for a medical or dental appointment will only, he granted where an application is made
in advance by a parent and the school is satisfied, hased on the individual facts of the case,
that exceptional circumstances justify the leave. Parents will he responsible for ensuring their

Performances and activities, including paid work

A leave of absence will only he given by a person who the school's proprietor has authorised
to do so. That authorised person will not give a pupil leave of ahsence to- undertake employment
(whether paid or unpaid) during school howrs except employment to take part in o regulated
performance or regulated employment abroad as per The School Attendance (Pupil
Registration) (England) Regulations 2024 namely:

e Where the LA has issued a licence for the pupil to take part in a performance as
regulated by section 37(2) of the Children and Young Persons Act 1963.

Where o licence is not required because an exception applies under section 37(3) of the
Children and Young Persons Act 1963, including where a Body of Persons Approval
(BOPA) covering the pupil has heen granted by the LA in which the performance will
take place, or by the Secretary of State.

Where a Justice of the Peace has graunted a licence under section 25(2) of the Children
and Young Persons Act 1933 for the pupil to travel abroud for a performance or another
regulated purpose.

The school will give due consideration to requests for leave of ahsence supported by a licence
issued by a LA or a BOPA. Such requests will be treated sympathetically, provided the school
is satisfied that participation in the activity will not have a detrimental impact on the pupil's
education.



https://onlineforms.bradford.gov.uk/ufs/SchoolLeaveRequest.eb?ebd=0&ebz=3_1788871436165
https://onlineforms.bradford.gov.uk/ufs/SchoolLeaveRequest.eb?ebd=0&ebz=3_1788871436165
https://www.legislation.gov.uk/uksi/2024/208/regulation/11/made
https://www.legislation.gov.uk/uksi/2024/208/regulation/11/made

Where a LA licence specifies the dates on which a pupil is permitted to be absent for the purpose
of a performance, the school will record the ahsence for those dates as i a formal leave of

In cases where a licence issued by the LA does not specify particuloar dates, or where the
ahsence is supported by a BOPA or another form of exemption or licence - such as one granted,
by a Justice of the Peace under relevant legislation — the decision to grant leave of ahsence
While not required to follow Regulation 11 of the School Attendance (Pupil Registration)
(England) Regulations 2024, the school will nonetheless record such absences using the
appropriate code, where a pupil is participating in a regulated performance or undertaking
regulated employment abhroud under a valid licence or exemption.

Religious ohservance

Parents will he expected to notify the school as far in advance as possible where their child

ohservance for days that are exclusively set apart for religious ohservance by the relevont
religious body. The school will define this as a day where the pupil's parents would he expected

Where the relevant religious body sets apart only one day, for a religious ohservance, only that
day will be recorded using Code R. Any additional absence requested will be considered

separutely as a request for leave of ahsence in exceptional circumstances.

The school may seek advice from the religious hody, in question where there is doubt over the
reguest.

Gypsy, Roma and Traveller ahsence

Where a pupil is a mohbile child and their parent is travelling in the course of their trade or
business, the parent will be expected to notify the school of the ahsence as far in advance as
possible. Code T will only he used where the pupil has no fixed abode and the parent is engaged,
in o trade or business that requires them to travel from place to place. Occasional or short-

The school will not routinely require evidence that a parent is travelling for occupational
purposes; however, evidence may he requested where there is genuine and reasonahle doubt

Where a parent is travelling for occupational purposes in England, the school will support
continuity of education and, where appropriate, the pupil will be expected to attend a school
in the area where the parent is travelling and he dual registered at that school and their main
school.




8. SEND- and health-related ahsences

The school recognises that pupils with SEND and/or health conditions, including mental health
conditions, may face greater barriers to attendance than their peers. The school will maintain

In line with the SEND Policy and Supporting Pupils with Medical Conditions Policy, the school
will ensure that reasonable adjustments are made for disabled pupils to reduce barriers to
attendance, in line with any, EHC plans or IHPs that have been implemented. The school will

Where the school has concerns that a pupil’s non-attendance may be related to mental health
issues, parents will he contacted to discuss the issue and whether there are any contributory
Jactors to their child's lack of attendance. Where staff have a mental health concern about a
pupil that is also a safeguarding concern, they will inform the DSL and, the Child Protection
and Safeguarding Policy will be followed. All pupils will he supported with their mental health
in accordance with the school's Mental Health and Wellbeing Policy.

If a pupil is unable to- attend school for long, periods of time due to their health, the school
will:

e Inform the LA where there are reasonable grounds to believe that a pupil of
compulsory school age will miss 15 school days, consecutively or cumulatively,

hecause of sickness, and work with the LA to support continuity of education.

Provide the LA with information about the pupil's needs, capahilities and programme
af work.

Help the pupil reintegrate at school when they, returmn.
Make sure the pupil is kept informed about school events and clubs.
e Encouruge the pupil to stay in contact with other pupils during their absence.
The school will incorporate an action plan to help any pupils with SEND and/or health issues
To support the attendance of pupils with SEND and/or health issues, the school will
consider:
¢ Holding termly meetings to evoluate any implemented reasonable adjustments.
e Incorporuting a pastoral support plan.
e Carrying out strengths and difficulties questionnaire.




Identifying pupils’ unmet needs through the Common Assessment Frumework.
Using an internal or external specialist.
Using a temporary, time-limited part-time timetahle only in very exceptional

circumstances where it is in the pupil's best interests, with parental agreement,

regulor review dates, a clear proposed end date and, the aim of returning the pupil to
Jull-time education as soon as possible. A part-time timetable will not be used, to
manage behaviour.

Ensuring a pupil can have somewhere quiet to spend lunch and breaktimes.

Implementing a system wherehy, pupils can request to leave a classroom i they, feel
they need time out.

Temporary late starts or early finishes.
Phased, retwmns to school where there has been a long ahsence.
Small group work or one-to-one lessons.

e Tailored support to meet their individual needs.

Where a pupil subject to- a part-time timetable has an EHC plan, the school will discuss
the arrangement with the LA so that the pupil's support package can he reviewed as
appropriate. Where the pupil has a social worker, the school will keep them informed and,
inwolved in the process.

The school will not routinely, request medical evidence to support illness-related ahsence.
Reasonahble evidence may be requested where there is genuine and reasonahble doubt
about the authenticity of the illness, or where a pupil has prolonged or repeated illness
and further information would help the school understand their needs, identify,
appropriate support or reasonable adjustments, or accwrately record the ahsence. The
The Senior Attendance Champion will ensure that attendance data for pupils with, SEND
and/or long-term physical or mental health conditions is regularly monitored, so that
emerging patterns are identified and additional support from the LA or other partners can
he accessed where necessary.

9. Leave during lunch times

Parents may be permitted to take their child away from the school premises during lunch times
with permission from the headteacher - it is at the headteacher’s discretion as to whether a
pupil will be allowed to leave the premises.




Parents will submit a written request, outlining the reasons for their child to leave the premises
during lunch time - this request will be submitted to the headteacher. The headteacher will
consider the request and will invite the parent into the school for a discussion regarding any,
concerns, as well as the timely, return of their child at the end of lunch time and their child's
hehaviour when not on the school premises. The headteacher reserves the right to grunt or
refuse a request and will inform the parent in writing of their decision within one week of the
reguest.

Where permission has been grunted, the headteacher will ensure a photo lunchtime pass is

later than 5 minutes hefore the end of lunch.

afternoon attendance register is taken. Where a pupil does not retwm in time, their attendance

Parents will be required to meet their child at the school office when taking them off the
premises — the pupil will be signed out and hack in using the Inventry Register at the school
retwn to sign them back in. No pupil will leave the premises before the member of staff at the
The headteacher reserves the right to withdrow permission at any time, including where the
arrangement is contributing to poor punctuality, missed afternoon registration or other
attendance concerns. Any decision to- withdraw permission will he in writing, explaining the
reasons for the headteacher's decision. L permission is withdrawn, parents will not be entitled
to appeal the decision. Parents will be able to withdraw their request at any time - the request
will be submitted, in writing to the headteacher.

Permission will be updated on a termly basis - letters will be sent to parents at the heginning
af each term to confirm whether they would like their request to- continue.

10. Truancy

Truancy will be considered to have occwred where a pupil is absent from school, or from part
of the school day, without permission and without @ legitimate reason for the ahsence having
heen established.

All staff will be actively engaged in supporting the regular attendance of pupils, and
All pupils are expected to be in their classrooms and ready to learn by the published start time




Immediate action will be taken where there are concerns that a pupil may be truanting. The
ahsence and enswre the pupil's safety. Where concemns persist or the ahsence forms part of a
wider pattemn, the matter will be escalated to the Senior Attendance Champior.

Where truancy or other unauthorised ahsence forms part of a wider attendance concern, the
school will work with the pupil and their parents to- understand and address any barriers to
attendance. Where support is appropriate, it will be offered bhefore legal intervention is
considered.

Where voluntary support has not heen successful or engaged with, or where support is not
appropriate, the school will work with the LA to consider formal support or legal intervention.
This may include a Notice to Improve, a penalty notice or another appropriate attendance legal
intervention, in accordance with the National Framework for Penalty Notices and the LA's Local
Code of Conduct.

The first penalty notice issued to a parent in respect of a particular pupil will be charged at
£160 if paid within 28 days, reduced to £80 if paid within 21 days. A second penalty notice
issued to the same parent in respect of the same pupil within a three-year rolling period will
be charged at a flat rate of £160 i paid within 28 days. A third penalty notice cannot he issued
to the same parent in respect of the same pupil within that three-year period, and alternative

Where the national threshold has heen met and support is appropriate but has not been
successful or engaged with, the school or LA will usually consider issuing a Notice to Improve
hefore a penalty notice. The improvement period will normally be between three and, six weeks
and will set out the attendance improvement expected and the support avuilable.

The DSL will be involved where an instance of truancy may be linked to o safeguarding, concern.
Any safeguarding concemns will be dealt with. in line with the Child Protection and Safeguarding,
Policy.

11. Missing pupils

Pupils will not he permitted to leave the school premises during the school day unless they
have permission from the school. The procedures outlined, in appendix B will be followed in the
event of a pupil going missing whilst at school.

The headteacher will take the appropriate action to ensure that pupils understand they must
not leave the premises, and sanctions will be issued if deemed necessary. Appropriate




The headteacher will carry out a full investigation and will draw a conclusion as to how the
incident occwrred. A written report will he produced, and policies and procedwres will he

If the pupil has an allocated social worker and/or youth offending team worker, is a looked-
after child, or has any other identified vulnerohbility that may increase safeguarding concerns,
Following the incident, the headteacher will consider the circumstances that led to the pupil
support, safeguarding action or behavioural response is put in place. Where appropriate,
sanctions may he applied in accordance with the Behaviour Policy.

The school will ensure that any necessary attendance records are reviewed and amended, where
appropriate, to provide an accurate record of the pupil's attendance and ahsence during the
relevant session.

In order to ensure the school has effective procedures for managing and improving attendance,
the Senior Attendance Champion, supported by the SLT, will:

e Ensure appropriate interventions and support are avuoilable to address harriers to
attendance.
Monitor and evaluate the effectiveness of attendance strutegies and interventions,
adapting them where necessary.

Enswre that pupils at risk of persistent or severe abhsence and their parents are supported
to understand and address harriers to- attendance.

Where ahsence intensifies, ensure that support is increased and that the school works,
with the LA and other relevant partners where appropriate.

Where voluntary support has not heen successful or engaged with, oversee the school's
work with the LA to formalise support or consider appropriate legal intervention.
The school will use attendance data, in line with the ‘Monitoring and analysing ahsence
are emerging and develop appropriate strategies to improve attendance. Interventions will
designed to support.

e Where attendance rewwrds are used, the school will enswre they are applied
itivelw and, witl liscrimination and may ise good. l '
punctuality and improvements in attendance.
e Any attendance rewwrd scheme will take account of individual circumstances and will




pupils with SEND, disabilities, health conditions or other significant circumstances,
are not unfainy disadvantaged. Where appropriate, improvements in attendance or

13. Working with parents to improve attendance

The school will work to cultivate strong, respectful relationships with parents and families to
pupils and their families about the expectations af school life, attendance and performance so
that they understand what to expect and what is expected of them. The school will liaise with
other agencies working with pupils and their families to support attendance, e.g. social services.
wherever possible to enswre the school has additional options for getting in touch with adults

responsible for a pupil where the pupil is absent without notification or authorisation.

attends school regularly and to facilitate their child's legal right to- a full-time education -
open, save for in certain circumstances, e.g. sickness or ahsences that have heen authorised by,
the headteacher in advance. The school will regularly inform parents ahout their child's levels

developmentally.

If a pattern of absence hecomes problematic, staff will work collaboratively with the pupil and
their parents to understand and address the specific barriers to regular attendance. Where
absence is at risk of hecoming persistent or severe, or where engagement with support is
proving challenging, the matter will be escalated, to the Senior Attendance Champion, who may,
lead more formal discussions with the family and involve the LA School Attendance Support

Where barriers are related to the pupil's experience in school, e.g. bullying, the attendance
afflicer will work with the Senior Attendance Champion and relevant school staff, such as the
DSL and SENCO, to address them and arrange appropriate support or reasonable adjustments.
Where barriers are outside of the school's control, the school will work with the pupil, parents,
the LA and other relevant partners to help the family access appropriate support, which may
include referruls to external services, early help or whole-family support.

Any agreed attendance support, actions or interventions will be regularly reviewed with the
pupil and their parents to assess their effectiveness and will be adapted where necessary to
reflect the pupil's and family's circumstances.




14. Persistent abhsence (PA)

Persistent ahsence is where a pupil misses 10 percent or more af school, and severe ahsence is
where a pupil misses 50 percent or more of school. Reducing persistent and, severe absence will
remain central to the school's strategy, for improving, attendance.

There are various groups of. pupils who may, be vulnerable to high, absence and. PA, such, as:
Pupils with @ social worker, including children. in need and pupils subject to- child
protection, plans.

Looked, after children.

Young carers.

Pupils who are eligible for free school meals.

Pupils with Special Educational Needs and disabilities.
Pupils with physical or mental health, conditions.
Pupils who have faced bullying and/or discrimination.

Pupils from groups or backgrounds that have, or have historically had, lower
attendance than their peers.

The school will use a number gf methods to help support pupils at risk of PA to attend school.
These include:

Offering catch-up support to build confidence and, bridge gaps.

Meeting with pupils to discuss pattems of ahsence, bariers to attendance, and any

Making regular contact with families to discuss progress.
Assessing whether an EHC plan or IHP may he appropriate.

groups.
The school will give particular priority to pupils who are severely ahsent, meaning they miss
50 percent or more of school. These pupils will be treated as a top priority for attendance
support, and the school will work jointly with the LA and other relevant partners to identify,




and address the barriers to- attendance and coordinate any intensive or whole-family support
required.

Where a pupil at risk of PA is also at increased risk of harm, the school will work in conjunction
with all relevant authorities, e.g. social services, to support the pupil in line with the school's

support or provision has heen put in place, but severe unauthorised ahsence continues, the
escalated in accordance with the Child Protection and Safeguarding Policy, including referral
to children’s social care where appropriate.

The Senior Attendance Champion will ensure that patterns of persistent and severe absence are
a regular focus of the school's attendance monitoring so that individual pupils and cohorts

15. Penalty notices and legal intervention

voluntary support has not been successful or engaged with, or where support is not appropriate
in the circumstances, the Senior Attendance Champion will work with the LA to consider
whether formal support or legal intervention is appropriate. Attendance legal intervention will
individual, case-by-case bhasis. In particular, the Senior Attendance Champion will consider:

e Whether support is appropriate in the individual case and, where it is appropriate,
whether sufficient support has been provided and has been successful or engaged, with.
Where support is not appropriate, e.g. in the case of an unauthorised term-time holiday,
whether a penalty notice is appropriate in accordance with the National Framework
and the LA’s Local Code of Conduct.

Whether a penalty notice is the best avuilable tool to improve attendance and change
parental behaviour, or if further support or other legal intervention is more appropriate.

Whether issuing o penalty notice in this case is appropriate after considering any
obligations under the Equality Act 2010, such as iff the pupil has o disability.

Holding a formal meeting with parents and the school's point of contact in the School
Attendance Support Team.

Working with the LA to consider putting an attendance contruct or an Education
Supervision Order in place.

Engaging children's social care where there are safeguarding concemns.




Where the national threshold has been met and support is appropriate but has not heen
successful or engaged with, a Notice to Improve will usually be issued as a final opportunity
Jor the parent to engage in support and improve attendance before a penalty notice is issued.
A Notice to Improve may not he used where support is not appropriate or where it is considered,
unlikely to have a behaviowral impact. Any Notice to Improve will he issued in accordance with
the LA’s Local Code af Conduct and will normally, provide an improvement period of hebween
three and six weeks.

Where a pupil reaches the national threshold of 10 sessions of unauthorised absence in a rolling
period of 10 school weeks, the school will consider whether a penalty notice is appropriate.
Each case will be considered, individually to- determine whether a penalty notice or another tool
or legal intervention should, be used to improve attendance.

Where a penalty notice is considered appropriate, it may be issued by the headteacher, a deputy,
or assistant headteacher authorised by the headteacher, an LA officer or the police. Any penalty
notice will he issued in accordance with the LA’'s Local Code of Conduct and the National
Framework for Penalty Notices.

The first penalty notice issued to a parent in respect of a particular pupil will be charged at
£160 if paid within 28 days, reduced to £80 if paid within 21 days.

a three-year rolling period. A second penalty notice issued to the same parent in respect of the
same pupil will be charged at a flat rate of £160 if paid within 28 days. Once this limit has

heen reached, other action such as a parenting order or prosecution will be considered.

Where all other appropriate voluntary and formal support or legal interventions have failed, or
the LA where prosecution is heing considered as a last resort. Only the LA may prosecute

Where a parent is prosecuted for failing to secure their child's regular attendance, the penalties
avuilable to the cowrt will depend on the offence. These may include a fine of up to £1,000
under section 444(1) of the Education Act 1996, or a fine of up to £2,500, a community, order
and/or imprisonment for up to three months under section 444(1A).

Education Supervision Orders (ESOs)

not been successful, mEdumﬂmSupmn&mOrdzr(ESO) nwy,becmwdzrwia&analtenwm

Jorm of legal intervention without criminal prosecution. The school and LA will consider
whether voluntary support has heen exhausted and whether an ESO would he heneficial for
the pupil and parent. The LA will fully consider the use of an ESO hefore progressing to
prosecution.

Once an ESO is secured, a supervisor from the LA will decide any actions or requirements.
These may, include:




Requiring the parents to attend support meetings.

Requiring the parents to attend o parenting programme.

Requiring the parents to access support services.

Review meetings involving all parties to be held every 3 months.
Where a parent persistently fails to- comply with directions given under an ESO, they may he
guilty of an offence and the LA may prosecute. On conwiction, the parent may be liable to- a
Jine of up to £1,000. Persistent non-compliance will also be considered with children's social
care to determine whether further action is required to secure the pupil's welfare.

Once an ESO is secwred, the LA will appoint an appropriate lead proctitioner to act as
supervisor. The school will work in partnership with the supervisor and provide support where
appropriate.

16. Monitoring and analysing ahsence
The Senior Attendance Champion, supported by staff, will ensure that attendance and ahsence

Weekly attendance patterns and trends will he monitored at individual pupil, cohort and year-
timely support.

The school will collect data regarding punctuality, truancy, and authorised and unauthorised
absence, for:

The school cohort as a whole.

Individual yeor groups.

Individual pupils.

Demogruphic groups, e.g. pupils from different ethnic groups or economic backgrounds.

Other groups of pupils, e.g. pupils with SEND, pupils with a social worker, LAC, young
carers, pupils with long-term health conditions and pupils eligible for FSM.

Pupils at risk of persistent or severe ahsence.

The Senior Attendance Champion, supported by staff, will ensure that thorough analysis of
attendance data is conducted on a half-termly, termly and full-year basis to identify:

e Patterns in uses of certain codes.




e Particular days of poor attendance.
e Historic and emerging trends in attendance and absence.
e Bariers to attendance.

Regular attendance information and reports will be distributed to relevant staff to- support the
AMCWW&LWWWWW@BWWW
interventions, using the findings to adapt or inform future approuches.

and the attendance of pupil cohorts that face greater or entrenched barriers to attendance, and
will support and challenge the SLT in setting gouls and prioritising areas of focus for attendance
improvement.

The school will also benchmark its attendance data against local, regional and national data
expertise and collahorate on interventions.

17. Truining of staff

to enable them to understand their role in improving attendance and to identify pupils who
af their induction and that attendance is included in the school's continuing professional
to attendance and the needs of the school community.
Training will cover at least the following:

The importance af good attendance

That absence is almost always a symptom of wider circumstances

The law and requirements relating to school attendance, including the keeping of

The school's strategies and procedures for monitoring and improving attendance




e The school's procedures for multi-agency working to provide intensive support for
pupils who need it
The governing howrd will ensure that the Senior Attendance Champion and any other staff
role. This will include the skills required to interpret and analyse attendance data and any
experienced barriers to attendance.

sign of safeguarding concems, and will know how to identify, report and respond to such

18. Deletions of names from the admission register

The school will only delete a pupil's name from the admission register where a ground for
deletion set out in regulation 9 of the School Attendance (Pupil Registration) (England)
Regulations 2024 is met. Where a relevant ground for deletion is met, the pupil's name will he
deleted as required by the Regulations. A pupil's name will not be removed, for any other reason,
Where a pupil's name is deleted from the admission register, their name will also be deleted,
Jrom the attendance register at the same time.

Where a pupil transfers to another school, the school will delete the pupil's name from its
admission register as soon as the pupil is entered on the admission register of the new school,
suhject to any applicable exceptions under the Regulations. The school will continue to record,
the pupil’'s attendance and ahsence up to the date of deletion and will transfer the appropriate
pupil information through the school-to-school (S2S) system.

The school will make returns to the LA when pupils' names are deleted from the admission
register. This will be with the exception of pupils whose name has heen deleted from the register
at or after the end of the last term of the school year when they are in the most senior year
group, unless the LA has requested this informatiorn.

When the school is notifying the LA that a pupil's name is being deleted from the admission

Full name
Address

At least one telephone numher by which any parent the pupil normally lives with can
he contacted in an emergency




If applicable, the pupil's futwre address, the full name and address of the parent who
If applicable, the name of the pupil's other school and when the pupil began or will
begin to attend the school

e The reason under which the pupil's name has been deleted from the admission register
Names will never he retrospectively deleted from the admission or attendance register — these
registers will remain an accwrate record of who is a registered, pupil and their attendance at
any given time. Pupils’ attendance will be recorded up until the date that their name is deleted,

19. Monitoring and review

Attendance and punctuality will be monitored throughout the year. The school's attendance
target is 96% - full details of the school's absence levels can be found on the school website.

this policy is Septemhber 2027.
Any changes made to this policy will be communicated, to all relevant stakeholders.
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Appendix B

Trigger 1 g Trigger 2 | Trigger 3

1 Day of absence

N—

)

Phone call and text home-
contact must be made
during first day absence to
clarify reason.

N—

)

Logged on Arbor using the
correct code.

N—

2 day absence

~ @
)

Phone call home before

9:30am to esablish reason

for absence
—
)

Logged on Arbor & CPOMs
by attendance lead using
correct code.

~ @@

)
If no response to calls
voicemail to be left and
followed up by
attendance lead. Welfare
visit to be completed.

N—

ANY SAFEGUARDING
CONCERNS TO BE RAISED
WITH a DSL.

3 days absence

|
S
Phone call / text home /
unauthorised absence
letter sent
|
S
Unable to establish

contact, further welfare
check to be carried out

|
S
Logged on Arbor & Cpoms

by Attendance Lead using
correct code.

N—

4 & 5 day absence

N—

S
Phone call text home /
Final warning letter to be
posted advising that a
Police check will be
requested.
|

)

Parents invited to a
supportive attendance
meeting. Support plan to
be put in place.

|
P S,
Attendance Lead to keep
in contact with parent /
carer on a weekly basis
|
P S,

Review meeting to take
place every 3x weeks
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Appendix C

Carrwood Primary School
Procedures for a child who ahsconds from school site

Any memhber of staff who witnesses or discovers that a child has
absconded from the school site must inform a member of SLT
assessment (if one is in place)

If a child leaves the school site staff MUST NOT follow the child off the
school site (remaining at the houndary), they must keep eyes on the child
Jor as long as possible and from a safe distance, providing regular
They must provide brief, accuwrate details which include:

e A brief description of the child

e Whereahouts they are around the school site/ where they have left

o IPthe child is in crisis/any background as to- what may have led to

the incident

SLT will direct @ member of staff to support the member of staff. They
will then contact parent/ carers, or direct the office to- do so, and update
them explaining that the child has left the school grounds and the
direction they headed. Parent/carer will he asked to assist by searching
located. Parents/carers will be asked that if the child does not returmn
home and cannot be located to call the police.

When appropriate parent/ carer will be asked to retwm to school with the
A risk assessment will be completed or updated, to reflect the current
incident and all staff involved with the child will be provided with a
copy-



