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Attendance Policy

“Let us not give up the habit of meeting together, as some are doing. Instead, let us encourage one another all the
more, since you see that the Day of the Lord is coming nearer.”

(Hebrews 10:25)

Attendance Officer Kate Jones attendance@hayfieldcross.org.uk
Assistant Attendance Officer Caroline Holloway | Caroline.holloway@hayfieldcross.org.uk
Family Support Worker Kate Jones familysupport@hayfieldcross.org.uk
1. Aims

Our school aims to meet its obligations with regards to school attendance by:
* Promoting good attendance and reducing absence, including persistent absence.

* Ensuring every pupil has access to full-time education to which they are entitled.
¢ Acting early to address patterns of absence.

We will also support parents/carers to perform their legal duty to ensure their children of compulsory school
age attend regularly and will promote and support punctuality in attending lessons.

2. Legislation and guidance

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

? Part 6 of The Education Act 1996
2 Part 3 of The Education Act 2002

» Part 7 of The Education and Inspections Act 2006

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

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

This policy also refers to the DfE’s guidance on the school census, which explains the persistent absence
threshold.


https://www.gov.uk/government/publications/school-attendance
https://www.gov.uk/government/publications/parental-responsibility-measures-for-behaviour-and-attendance
https://www.legislation.gov.uk/ukpga/1996/56/contents
https://www.legislation.gov.uk/ukpga/2002/32/contents
https://www.legislation.gov.uk/ukpga/2006/40/contents
https://www.legislation.gov.uk/uksi/2006/1751/contents/made
https://www.legislation.gov.uk/uksi/2013/757/regulation/2/made
https://www.legislation.gov.uk/uksi/2013/757/regulation/2/made
https://www.gov.uk/government/publications/school-census-2017-to-2018-guide-for-schools-and-las

By law, all schools are required to keep an attendance register, and all pupils must be placed on this register.

The attendance register will be taken at the start of the first session of each school day and once during the
second session. It will mark whether every pupilis:

* Present

¢ Attending an approved off-site educational activity

¢ Absent

¢ Unable to attend due to exceptional circumstances

Any amendment to the attendance register will include:
* The original entry
* The amended entry
* The reason for the amendment
¢ The date on which the amendment was made
* The name and position of the person who made the amendment
See Appendix 1 for the DfE attendance codes.

Every entry in the attendance register will be preserved for 3 years after the date on which the entry was made.
Lost Learning due to Poor Attendance

The chart below identifies the possible amount of lost learning due to poor attendance.

Equals this Which means this
Attendance during the q Which is approx. this
number of days number of lessons
school year many weeks absent .
absent missed

90% 19 days 4 weeks 100 lessons

80% 38 days 8 weeks 200 lessons

70% 57 days 11.5 weeks 290 lessons

Pupils must be in school as follows:
8.45am on each school day. Class doors will close at 8.45am and the register taken.
School gates open from 8.30am.

The register for the second session will be taken at 1.00pm (KS1) and 1.15pm (Reception and KS2).

Parents/Carers must notify the school on the first day of an unplanned absence - for example, if their child is
unable to attend due to ill health — by 9:00am or as soon as practically possible.



Parents/Carers can notify the school either by phone by calling our main reception on 01536 606093 or by
email on attendance@hayfieldcross.org.uk.

If a pupilcontinues to be absent after the first day, parents/carers must ensure they contact the school EVERY
DAY by 9:00am to report the absence.

Schools have a safeguarding duty, under Section 175 Education Act 2002, to investigate any unexplained
absences.

Absence due to illness will be authorised unless the school has a genuine concern about the authenticity of
the illness.

If the authenticity of the illness is in doubt, the school may ask parents/carers to provide medical evidence,
such as a doctor’s note, prescription, appointment card or other appropriate form of evidence. We will not
ask for medical evidence unnecessarily.

If the schoolis not satisfied about the authenticity of the illness, the absence will be recorded as unauthorised
and parents/carers will be notified of this in advance.

If a pupil is absent and we have not heard from parents/carers by 9.00am, we will:
» Check the school database to confirm if the pupil has a planned appointment.

» Telephone parents/carers if we have not heard from them.

> If we are unable to get hold of the parents/carers, we will phone any other contacts on their
emergency contact list.

» Ifthe schoolis unable to contact anyone on the contact list by 12pm, then members of staff
will visit the home of the pupil to make contact.

> Ifthere is no one home and after searching the local vicinity the child is not located within
45 minutes, the school will notify the police on 101, and if appropriate, social services and
the Chair of Governors to inform of the child’s absence.

» The school will then follow the instructions from the policy regarding the continuation of
the search for the child.

Missing registration for a medical or dental appointmentis counted as an authorised absence; advance notice
is required for authorising these absences.

However, we encourage parents/carers to make medical and dental appointments out of school hours where
possible. Where this is not possible, the pupil should be out of school for the minimum amount of time
necessary.

Please inform the school by contacting the school office or by email at attendance@hayfieldcross.org.uk.

Applications for other types of absence in term time must also be made in advance.

Information relating to whether the school can authorise such absences can be found in section 4.



Itis very important that all children arrive on time. School gates open at 8.30am every morning. If a child
arrives after 8.45am then they are late and they will not be able to come into school via the usual morning
entrance doors but should instead come through the main school entrance. Parents/Carers will then need
to sign their child in using our late slip. We will then be able amend the registers (see Appendix 3 -
Punctuality Pyramid).

As per Government legislation, 10 x U’s in a 6 week period will result in School
making a referral to the North Northamptonshire Education Partnership Team
and this may incur a fine.

A pupilwho arrives after the register has closed must report to the school office where their name and time of
arrival will be noted in the lateness folder. An adequate reason for lateness may be authorised, but children
and parents/carers who fail to provide an adequate explanation for the lateness must be marked as an
unauthorised absence for that session. This lateness will be marked as absent, using the appropriate code.

There are three ways lateness can be recorded:
1. Ifachild arrives in class as the register is being taken and they have been marked absent, but are still
in the process of doing the register the teacher can mark the present column as well.
2. Iftheregister has been ‘closed’ after 8.45am the ‘L’ code will be used in the register by the admin staff.
Pupils will need signing in by a parent/carer in Reception and a reason given for the lateness.
3. If a child arrives after 8.565am the code ‘U’ will be used. This will then be recorded as unauthorised.
Parents/carers need to sign them in and give a reason for their lateness.

Lateness Procedure

If a child is late for three mornings in a week, unless there are exceptional circumstances, the parent will be
contacted by written and/or verbal communication.

If a child is late (U’s) more than five times in a three-week period, the parent will be asked to make an
appointment with the Attendance Officer to discuss any problems they may be experiencing.

10 + Unauthorised lates (U’s) in a 6 week period will mean that school will make a referral to the North
Northamptonshire Education and Inclusion Partnership Team (EIPT) and this may result in a fine.

Late Collection Procedure

Children should always be collected punctually at the collection time of 3.15pm. If parents/carers have an
emergency that means they are going to be significantly late, school should be informed as soon as possible
and attempt to make alternative collection arrangements.

If a child is not collected, they are taken to the school office at 3.25pm and their name is recorded in the late
collection folder.

Parents/Carers will be asked to record a reason for their lateness. Emergency contact numbers will be used
if we are unable to contact parents/carers. Children who are not collected by 3.30pm may be put into LASK
after school provision and parents/carers will be charged for this service. Social care will be informed if any
child is left uncollected after 4.30pm.



The school will follow up any absences to ascertain the reason, ensuring proper safeguarding action is taken
where necessary, identify whether the absence is approved or not and identify the correct attendance code
to use.

If an acceptable reason for absence is given and accepted by the school the absence may be marked as
‘authorised’. The school are under no obligation to accept the reason given for absence when there is doubt
as to its validity.

Allabsences both authorised, unauthorised absence and lateness will be reported to the parent/carer in mid-
year report and end of year report as part of their child’s report. The report may contain a comment on the
impact of the pupil’s attendance during the year.

Where attendance drops below 90%, parents/carers will be informed of this through a standard letter
explaining that while we acknowledge these absences are authorised we are still required to monitor and
report onthem.

The Headteacher may not grant any term time absence to pupils during term time unless they consider there
to be 'exceptional circumstances'. ‘Exceptional circumstances’ are defined as ‘unavoidable, necessary and
short’.

The school considers each application for term-time absence individually, taking into account the facts,
circumstances and relevant context behind the request.

Term Time Absence is granted entirely at the Headteacher’s discretion and the parent/carer may be required
to provide further information upon request. Authorisation is not guaranteed.

Valid reasons for authorised absence include:
¢ |llness and medical/dental appointments — as explained in sections 3.2 and 3.3.

¢ Religious observance —where the day is exclusively set apart for religious observance by the
religious body to which the pupil’s parents/carers belong. If necessary, the school will seek advice
from the parents/carers’ religious body to confirm whether the day is set apart.

e Traveller pupils travelling for occupational purposes — this covers Roma, English and Welsh Gypsies,
Irish and Scottish Travellers, Showmen (fairground people) and Circus people, Bargees
(occupational boat dwellers) and New Travellers. Absence may be authorised only when a Traveller
family is known to be travelling for occupational purposes and has agreed this with the school but it
is not known whether the pupil is attending educational provision.



Holidays in term time

There is no lawful entitlement to take time off during term time to go on holiday. Amendments to the 2006
Education Act make it clear that from September 2013 the Headteacher may not grant any leave of absence
other than in exceptional circumstances.

The Headteacher will determine the amount of school days a child can be away from school if the leave is
granted. The school will consider the circumstances of each application individually.

Term Time Absence forms are available from the office and must be completed in advance.
Leave will not be granted under the following circumstances:

e When a student is just starting the school. This is very important, as children need time to settle into
their new environment as quickly as possible.

¢ Immediately before and during assessment periods and end of Key Stage Two assessments.

¢ When a student’s attendance record already includes any level of unauthorised absence.

Any period of leave taken without the agreement of the school, or in excess of that agreed, will be classed as
unauthorised and the EIPT will be informed. This may result in sanctions such as a Penalty Notice.

Schools can refer parents/carers to the Inclusion Team for a Fixed Penalty for the unauthorised absence of
their child from school, where the child is of compulsory school age.

The decision on whether or not to refer a penalty notice ultimately rests with the Headteacher, following the
local authority’s code of conduct for issuing penalty notices.

This may take into account:
¢ A number of unauthorised absences occurring within a rolling academic year
e One-off instances of irregular attendance, such as holidays taken in term time without permission
¢ Where an excluded pupilis found in a public place during school hours without a justifiable reason.

You can find out more about North Northamptonshire Council’s procedures relating to non-school
attendance by visiting their website here:
Penalty notices for non-school attendance | North Northamptonshire Council (northnorthants.gov.uk)

Our target attendance has been set in conjunction with the Governors and with reference to the DfE’s aim of
reducing unauthorised absence.

Our school attendance target is: 96%.

The Attendance Officer monitors pupil absence on a weekly basis.

Parents/Carers are expected to contact the school by 9:00am if their child is going to be absent due to ill
health (see section 3.2).


https://www.northnorthants.gov.uk/attendance-behaviour-and-home-schooling/attendance-and-behaviour-support-parents/penalty-notices

The Attendance Officer will review all pupils whose attendance falls below 95% and assess the reasons given
for the absence which will be monitored on a 6-weekly block. A letter of concern may be sent out to
parents/carers.

If the attendance fails to improve or the attendance falls lower, a letter will be sent out to invite parents/carers
in for a meeting to discuss support and strategies to help the pupil with their attendance.

Attendance that falls below 90% may be referred to the Inclusion Officer at the EIPT.
The persistent absence threshold is 10%. If a pupil's individual overall absence rate is greater than or equal
to 10%, the pupil will be classified as a persistent absentee.

A student becomes a ‘persistent absentee’ when they miss 10% or more schooling across the school year for
whatever reason. Absence at this level can do considerable damage to any child’s educational prospects and
we request the full support of parents/carers to tackle this.

The school monitors all absence thoroughly; any case that is seen to have reached the PA mark or is at risk of
moving towards that mark is given priority and parents/carers will be informed of this immediately.

PA students are tracked and monitored carefully through our pastoral system and we combine this with
academic mentoring where absence affects attainment.

The school will contact home if any student has reached below the 90% attendance rate so that intervention
strategies can be putin place before the student moves into the PA range.

Promoting the importance of school attendance across the school’s policies and ethos.
> Making sure school leaders fulfil expectations and statutory duties.

> Regularly reviewing and challenging attendance data.

> Monitoring attendance figures for the whole school.

> Making sure staff receive adequate training on attendance.

> Holding the Headteacher to account for the implementation of this policy.
> Implementation of this policy at the school.

> Monitoring school-level absence data and reporting it to Governors.

> Supporting staff with monitoring the attendance of individual pupils.

> Monitoring the impact of any implemented attendance strategies.

> Issuing fixed-penalty notices, where necessary.



Monitors and analysing attendance data at the school and individual pupil level.
Benchmarking attendance data to identify areas of focus for improvement.
Reports concerns about attendance to the Headteacher.

Works with Education Welfare Officers to tackle persistent absence.

Arranges calls and meetings with parents/carers to discuss attendance issues.

YV V V V V V

Refer to the EIPT who may issue a fixed penalty notice.

The designated senior leader responsible for attendance is the Attendance Officer and can be contacted via
attendance@hayfieldcross.org.uk.

Class teachers are responsible for recording attendance on a daily basis, using the correct codes, and
submitting this information to the School Office.

> Supports parents/carers issues and offer suggestions and advice for individuals and families on behaviour
management, boundaries, routines, school attendance, healthy eating, etc.
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Refer and signpost to other professional services.

> Work with and support families during key school transition, including hewcomers and moving onto
other schools or secondary school.

> Work with families who are going through difficulties times including relationship breakdown,

bereavement, mental well-being and financial hardship.

» Take calls from parents/carers about absence on a day-to-day basis and record it on the school system.
» Transfer calls from parents/carers to the Family Support Worker in order to provide them with more
detailed support on attendance.

» Make sure their child attends every day on time.

» Callthe school to report their child’s absence before 9am on the day of the absence and each
subsequent day of absence), and advise when they are expected to return.

» Provide the school with more than 1 emergency contact number for their child.

» Ensure that, where possible, appointments for their child are made outside of the school day.

Attend school every day on time.



Parents/carers are expected to contact school at an early stage and to work with staff in resolving any
problems. This is nearly always successful. If difficulties cannot be sorted out in this way, the school may
refer the child to the Inclusion Officer from the Local Authority. He/she will also try to resolve the situation by
agreement, but, if other ways of trying to improve the child’s attendance have failed and unauthorised
absences persist, these officers can use sanctions such as penalty notices or prosecutions in the Magistrates
Court.

This policy will be reviewed annually by the Headteacher. At every review, the policy will be shared with the
Governing board and Local Advisory Board.

This policy is linked to our Child Protection and Safeguarding Policy.



Appendix 1: attendance codes

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

Code

Definition

Present (am)

Present (pm)

Late arrival

Off-site educational activity

Dual registered

Interview

Sporting activity

Educational trip or visit

Work experience

Scenario

Pupil is present at morning registration

Pupil is present at afternoon registration

Pupil arrives late before register has
closed

Pupilis at a supervised off-site
educational activity approved by the
school

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

Pupil has an interview with a prospective
employer/educational establishment

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

Pupil is on an educational visit/trip
organised, or approved, by the school

Pupil is on a work experience placement

10



Code

Definition

Scenario

Authorised absence

Authorised leave of
absence

Excluded

Authorised holiday

Illness

Medical/dental
appointment

Religious observance

Study leave

Gypsy, Roma and traveller
absence

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

Pupil has been excluded but no alternative provision
has been made

Pupil has been allowed to go on holiday due to
exceptional circumstances

School has been notified that a pupil will be absent
duetoillness

Pupil is at a medical or dental appointment

Pupil is taking part in a day of religious observance

Year 11 pupilis on study leave during their public
examinations

Pupil from a traveller community is travelling, as
agreed with the school

Unauthorised absence

Unauthorised holiday

Reason not provided

Unauthorised absence

Arrival after registration

Pupil is on a holiday that was not approved by the
school

Pupil is absent for an unknown reason (this code

should be amended when the reason emerges, or
replaced with code O if no reason for absence has
been provided after a reasonable amount of time)

Schoolis not satisfied with reason for pupil's
absence

Pupil arrived at school after the register closed

11



Code

Definition

Not required to be in school

Unable to attend due to
exceptional circumstances

Pupil not on admission register

Planned school closure

Scenario

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

School site is closed, there is disruption
to travel as a result of a local/national
emergency, or pupilis in custody

Register set up but pupil has not yet
joined the school

Whole or partial school closure due to
half-term/bank holiday/INSET day

12



Appendix 2: attendance flow chart

You receive a letter that tells you that your child's attendance is below 95%

Over 6 weeks of monitoring your child's
attendance does not improve or falls even lower.

L

You will then receive a letter asking you to

You receive a letter to acknowledge the = —
iy i your child's attendance. attend a meeting with the Attendance Officer.

Over 6 weeks of monitoring your child's attendance
improves to above 95%.

Jr— You do not attend the meeting
S0 Wwe invite you to come in on

You attend the meeting. another date.

Together an agreement is put
Over a further & in place with an action plan.
weeeks of monitoring

your child's
attendance improves
significantly
You receive a letter to

acknowledge the

improvement,

You do not attend the meating
SO We write toyouto explain
Over the next 6weeks monitoring that we are referring your case
your child's attendance does not to the Education and Inclusion
improve or falls even lower. Partnership Team {EIPT).

You are invited to attend a meeting

with the Attendance Officer and the
Family Support Worker.

You attend the meeting.

Together a Attendance Contract is
put in place.

J

YOU MAYBE INVITEDTO A

MEETING WITH THE EIPTOR
THEY MAY ISSUEYOUWITHA
FIXED PENALTY NOTICE.

Over 6 weeks of monitoring your child's
attendance does not improve. We write 1o you to

explain that we are referring your case to the
EIPT.




Appendix 3: Punctuality Pyramid

Every minute of learning counts Your child(ren) have arrived in good

time to meet friends and get ready for
the morning work in class.

The classroom door will open
and the teacher will be there to
greet you and your child.

The classroom door and
school gate will close
and the class register

will be taken.

complete a late slip in register.
Reception as to why

their child(ren) is late./|

ur child(ren) is late and
issed the beginning of
the school day.

Parents will need to i \ | Late ‘L’ on their attendance

‘U’ on their a
register.
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