Peafield Lane Academy Attendance Policy
Published: November 2023

Review Date: June 2025
Compiled by: Chris Heathcote

Peafield Lane Academy

s, y ) .\\'\'d’
(7Y
Stion, Respon®

Partnership

Attendance Policy

Adopted November 2023
Review June 2025



Peafield Lane Academy Attendance Policy
Published: November 2023

Review Date: June 2025

Compiled by: Chris Heathcote

School Attendance

We listen, understand, empathise and support — but do not tolerate poor attendance

As a result, we expect all our children to attend school every day that school is in session as long as they
are fit and healthy enough to do so. We do all we can to encourage the children to attend and to put in
place appropriate procedures to ensure this is the case.

At Peafield Lane Academy (PLA), we believe that the most important factor in promoting good attendance
is the development of positive attitudes towards school. To this end, we strive to make our school an
environment that is built on respectful relationships with staff, pupils and families and is a happy and
rewarding experience for all in the community.

As a result, we expect all staff members to:

e treat pupils with dignity, build relationships rooted in mutual respect and observe proper
boundaries.

e take into consideration the vulnerability of some pupils and the ways in which this might contribute
to absence, handling confidential information sensitively.

e understand the importance of school as a place of safety where pupils can enjoy trusted
relationships with staff and pupils particularly for children with a social worker and those who have
experienced adversity.

e communicate effectively with families regarding pupils’ attendance and well-being.

In return, we expect all parents and carers to:
e treat staff with respect.
e actively support the work of the school with regards to attendance.
e call on staff for help with attendance when they need it.
e communicate as early as possible circumstances which may affect absence or require support.

In addition to school attendance, we will also make the best provision we can for those children who, due
to ill health, are prevented from coming to school. Please refer to the school’s ‘Children with health needs
who cannot attend school’ policy.

Under the Education (Pupil Registration) Regulations 1995, the Governing Body are responsible for
making sure the school keeps an attendance register that records which pupils are present at the start of
both the morning and the afternoon sessions of the school day. This register will also indicate whether
the absence was authorised or unauthorised.

We follow the Nottinghamshire County Council policy on absences.

Going to school regularly is important to your child’s future. Children who miss school frequently can fall
behind with their work and do less well in exams.

Good attendance shows potential employers that your child is reliable. Research suggests that children who
attend school regularly could also be at less risk of getting involved in antisocial behaviour or crime.

The schools designated attendance lead is Chris Heathcote (Headteacher) whose responsibilities are
identified within this policy.
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The Law

By law, all children become compulsory school age at the beginning of the first term following their 5th
birthday. Once a child is of compulsory school age, children must receive a suitable full-time education. For
most parents, this means registering their child at a school. However, some choose to make other
arrangements to provide a suitable, full-time education.

Once your child is registered at a school, you are legally responsible for making sure they attend regularly. If
your child fails to do so, you risk getting a penalty notice or being prosecuted in court.

Attendance Monitoring

We have established a robust attendance monitoring and escalation procedures which are initiated in an
attempt to prevent absence becoming a problem, by:

For all children who are below national expectation and at risk of becoming persistently absent:

e Regular monitoring of pupils who have fallen below 95% by our attendance lead (Mr Heathcote) and
our Inclusion Team to ensure that support is offered as early as possible in order to prevent them
from becoming persistent absentees.

e Informing parents/carers that their child’s attendance has fallen below the national expectation and
that their attendance will continue to be monitoring in order to ensure they don’t become
persistently absent from school.

e Qutlining to parents/carers the action that will be taken if their child’s attendance falls below 90%.

For all pupils who have become persistently absent:

e Regular monitoring by our attendance lead (Mr Heathcote), of pupils who have become persistently
absent from school.

e When a pupil falls below 90%, a wellbeing call is made to the parent/carer by a member of our
Inclusion Team to inform parents/carers of their child’s attendance and offer support in order to
improve the pupil’s attendance.

e Regular check-ins with the attendance lead and the Inclusion Team to continue to review progress
and impact of support given. Where this there is no improvement, the following action is taken:

1. Ifthere is no improvement in the pupil’s attendance over the next 5 days, this will
trigger a letter (Letter 1) to parents/carers offering them a face to face meeting to
discuss their child’s attendance.

2. Ifthere is no improvement, and parents/carers do not arrange a meeting to see how
school can support with the child’s attendance, a further letter (Letter 2) will be sent
informing them of a given time and date for a face to face meeting.

3. If parents/carers fail to attend the meeting, and there is no further improvement in
attendance, a fixed penalty notice warning letter (Letter 3) will be sent informing
them that their child’s attendance will be monitored over the next 6 weeks and that
if their child is absent for 3 or more days, a fixed penalty notice letter (Letter 4) will
be sent.

4. If their child is absent for 3 or more days, a fixed penalty notice letter (Letter 4) will
be sent, informing them that a request has been made to the local authority to issue
a fixed penalty notice.
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5. The attendance lead and family support worker will make regular contact via phone
and text to continue to offer help/support and to keep communications open.

e Pupils who have shown a significant improvement in their attendance are given improved
attendance certificates to take home to ensure the importance of good attendance is positively
reinforced.

For all children who are in receipt of Pupil Premium funding:

e The attendance of all pupil premium children is monitored each week by our attendance lead (Mr
Heathcote). Feedback from this monitoring is passed onto to our Pupil Premium lead (Mr Dallison)
and any actions required are planned.

e The individual needs and vulnerabilities of all our pupils is of great importance to us and taken into
consideration when monitoring attendance. Working with members of SLT, the pupil premium lead
and the Inclusion Team, we seek to proactively engage with pupils who have poor attendance.

e Tailored support and rewards are given to pupils who need an extra incentive to support with
creating good attendance habits.

Attendance Procedures

o There is a soft start for all classes between 8:30am and 8:45am.

e At 8:45am, the registers will be taken.

e Children must be seated and beginning their morning starters by 8:45am.

e All class registers must be completed by 9am.

e Registers will be closed at 9.15am

e  Pupils will be marked as late if they arrive after the class register is completed.
e Registers will be taken again in the afternoon at 1pm.

A full day counts as 2 attendances.

Lateness and Punctuality

We recognise that persistent lateness is:
e detrimental to the child's education
e administratively disruptive to poor preparation for future schooling and adult life.

Registration takes place at the beginning of the morning and afternoon sessions of school. The class register
opens at 8.45am at the start of school and closes at 8.50am. We ask all parents/carers to ensure that their
child arrives for the start of the school day so that they can go into school with their class and start the day
in a positive way. Coming in late can be distressing for children and also disrupts their learning and the
learning of others.

e If pupils arrive after 8.50am and before 9.15am they receive a late mark (L) and need to be signed in
late via the school office.

e Pupils arriving after 9.15am will sign in late at the office and receive a mark (U) which denotes ‘Late
after the register is closed’ which counts as an unauthorised absence.

e Afternoon registration starts at 1.00pm and the registers are closed at 1.10pm; pupils arriving during
the period 1.05pm and 1.10pm receive a late mark (L).
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e Pupils arriving after 1.10pm sign in late at the office and receive a mark (U) which denotes ‘Late after
the register is closed’ which counts as an unauthorized absence.

Lateness is monitored by class teachers and office staff alongside the Attendance Lead.

Parents whose children regularly arrive late, more than five times in a half term, will receive a warning letter
from school (see appendix 6).

If punctuality continues to cause a concern then parents/carers will be invited to attend an ‘Attendance
Action Planning’ meeting, where supportive actions will be put in place to help.

Mid-Session Arrivals/Departures

It is recognised that children may arrive or depart mid-session for a variety of reasons which may be
authorised:

e illness or accident in school resulting in a child going home;
e medical or dental appointments;
e unavoidable delays or reasons to leave early.

Pupils present for registration who leave early, or for part of a session, should be noted on the Mid-Session
Arrivals/Departure system in the school office for purposes of emergency evacuation. The register itself is
not altered.

Pupils not present for registration who return later from an appointment should be noted on the Mid-
Session Arrivals/Departure Log in the school office for purposes of emergency evacuation. The register is
subsequently amended to authorise the absence or record an unauthorised absence.

Pupil Absence — Day 1 Procedure

We have a rigorous and robust system in place for first day absences of our pupils:

Parents/carers must inform the school by 8:45am if their child is going to be absent through one of the
following methods:

e Phoning school office and leaving a message on 01623 460366

e Emailing the school office on office@peafieldlaneacademy.co.uk

Once the register is closed at 9.15, the office staff will identify any children who we have no reason for their
absence and a first text message will be sent to parents/carers to remind them they need to contact the
school office. For pupils who walk to school, a phone call will be made immediately to parents/carers.

1% Text Message
“Your child has been recorded as absent today. Please contact the school office to let us know why. Thank

”

you.


mailto:office@peafieldlaneacademy.co.uk
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If no contact is made by 10.30am as a result of the first text message, school will make a phone call to the
parent/carer of the pupil. If contact cannot be made to the parent/carer, school will call all available
contacts of the pupil.

If no contact can be made through calling the parent/carer and all other available contacts, a second text
message will be sent out to inform parents/carers that if contact is not made by 1:30pm, this will trigger a
safe and well home visit.

2" Text Message
“We have tried unsuccessfully today to contact you regarding your child’s absence. If we do not hear from

you before 1:30pm, we will conduct a safe and well home visit. Thank you”

If contact has still not been made by 1:30pm, the office will inform all DSL’s and SLT. A home visit will be
conducted.

If no contact can be made from a home visit:
A home visit letter will be left at the house requesting contact by end of the school day.

If the child has a social worker, they will be informed that the child has not been in school today and that
they have not been seen when a home visit was carried out.

If contact is not made by the end of the day, Social services will be contacted for advice and to request a safe
and wellbeing check. The police will also be contacted if required. Professional advice to be followed.

School will do all it can to contact the pupil each day and continue to follow professional advice. On day 10
of no contact, school will contact Children Missing Education.

Children Missing Education

e |n order to safeguard children who may be at risk of missing education it remains important for all
staff in school to take swift action.

e This will include the need to liaise with the relevant colleagues in safeguarding/education within
Nottinghamshire County Council for pupils who are to be removed from the admission register and
include circumstances where the pupil:

o Has been taken out of school by their parents and the school has received written notification
from the parent they are being educated outside the school system e.g. home education — this
will be communicated with the home elective education team.

o Does not arrive at the school as part of an admission process and we are not aware of their
whereabouts.

o Has ceased to attend school and no longer lives within reasonable distance of the school at
which they are registered and has been discussed with the children missing officer (CMO) as
they have not been registered at a new school.
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1) If no contact is made by the time
registers close at 9.30am, then a phone
call is made to parents/carers to
ascertain the reason for absence

For pupils who are
If not contact has been
made by 10.00am, the | registered to walk alone, [«fmml Pupil who are registered
lice will be called the school will call all to walk are prioritised.
pe ’ available contacts.

2) If no contact has been made by 10.30am, following an initial phone call, the school will send a first text message.

2

3) If contact cannot be made to the parent/carer, school will call all available contacts of the pupil.

v

4) If there has still been no contact, a second text message will be sent out to inform parents/carers that if contact is not
made by 1:30pm, this will trigger a safe and well home visit.

v

5) If contact has still not been made by 1:30pm, the office will inform all DLS’s and SLT. A home visit will be conducted.

v

6) If no contact can be made from a home visit, a home visit letter will be left at the house requesting contact as soon as
possible and no later than the following day.

\4
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GUIDANCE FOR HEAD TEACHERS AND BUSINESS MANAGERS WHERE CHILDREN ARE AT RISK OF MISSING EDUCATION

School Allocations
intake or in-year admissions rounds

Child moving out
of county

Family indicate they are
moving abroad

Child / young person is on roll
but not attending

School/Academy to attempt to make contact with Request from the family their School must request and record If allocated and there is not an
parent/carers no later than day 3, best practice day 1. new address and details of df::s"“he"s"f“'iftv'““ss mnﬂms:tdﬂhb&
Follow internal school ance cedures School school. You can't remove practice is for s make attempts
Your S : — b - Ifnfw. 3 pieas:cs:::“v:m from roll without this. to engage (telephone, text, e-mail,
Days 0-10, School/Academy should continue to make admissions.ed@nottsce.gov.uk e welcome letter, home visit (where
efforts to engage the family; recording their contact: > admissions sd@notisccgovyk || appropriate).
telephone conversations, texts, e-mails, letters, home = hito//www languageshop org/ If a child/young person has been
visits. Liaising with professionals who may be involved. || Hopefully the new school will {translation support) Mocaled a piace at your :
School/Academy should consider what action to take if make uxﬂadwntlrlyw,rfmx, ¥ ﬂ?mzmrm?r
attendance is 10% unauthorised. muemmttan ' " school does not receive the | Jay+ evidencing effors to angage.
Whereabouts confirmed | Whereabouts unknown ¥ sbcya ) tos_houd te If an application to transfer school during
to be known but not evidencing reasonable If without a new school within i the year (outside of the normal intake
attending education or efforts to locate/make 10 days, a referral should be Children Missing Officer process), the leaving school should keep
engaging with contact with the family. made to: (CMO) B e
School/Academy. Children Missing Officer by the new school that they have arrived
Y ¥ (CMO) Looked After Children [ 3nd have been taken on roll
Child and family meet the Referral is made to: providing the families new (LAC) Places must be taken up by the start of
threshold for Early Help | Children Missing Officer || 2ddress, contact details and a et s
through the Family (CMO) B | " LAC s movng placomont :::umism:;lis thepbeemu:
Service (level 3 Pathway | No later than day 10 when |  School to engage the family. sa“"":h';‘"%e;;f‘e‘":;“g&w ki v ke S sl i o
to Provision). Make a there is no explanation for s Dz summer term.
referral to the Early Help absence and above Child is of statutory VlrtuaJ‘School and the child's For children aamitted through first aamissions
Unit via an EHAF checks have been school age but not Soclsl Wosker. DO NOT o A I fang
evidencing the actions you completed. applied or on roll of a remove from roll. A child should be placed on roll at the
s R
. Details of how to refer are R Independent / ::Il:e ﬁ::::m TR
SEnne o B0 || onpten 2. Homn sy Direct referral to: Residential Schools

threshold for enforcement state any safeguarding

action as outlined in the concems you may have. Children Missing Education | The same procedures should If allocated children do not

Nottinghamshire Code of e (CMO) ; arrive PLEASE FOLLOW UP,
Conduct, make areferal | 2O NOT o el e DO NOT ASSUME they will
to the Early Help Unitvia | Y o u"ﬂ;rg'eh: Providing child’s name / DOB / have gone elsewhere or
an EHAF R ) S || address and details of parent / Gypsy/RomalTraveller remained at their previous
Child stays on roll ] e Y R School/Academy!!
= can be removed. i V::
i If a Traveller family indicate R =
Parent/Carers indicate they wish to Child permanently they are to travel for work Own admission authorities
excluded must inform the admissions team of any

Home Educate (EHE) purposes School/Academy enquiry/application and

= should request details of outcome. This helps identify any
Request must be made in writing, following a LA to be notified on the day of S o iil be travelk vulnerable child requiring a place and
conversation between school and parent/carer's, with a STt T b "9 || avoids a child being out of education for
> 3 2 ¥ and when they aim to retumn. an undue length of time. All academies
copy of the letter placed in the pupil file and a copy of The LA will = B must notify the local authority via
the letter forwarded securely to EHE. At nls If they do not return within 4 || 3gmissions ed@nottsce.gov.uk within
¥ continue to work with you weeks of the expected retun || five days of adding a pupil's name to
School/Academy to retum the EHE 1A and 1B forms through the process. date please follow e ———————
to the EHE Administrator. attendance procedures. T
% DO NOT remove from your roll Family indicate they are
Remove the leamer from your roll. DO NOT remove Ikt returning home for family,
from your roll if statemented without confirmation from . N cultural or health reasons
the LA. School file to be sent to EHE at County Hall via Truancy- School/Academy to inform parent/carers that their
secure mail. child/young person is not in school. School/Academy risk as SchoollAcademy need fo consider
2 2 : 5 before considering a Police response. (prior checks to be mecircumstancisofﬁeabsenoe
Child not in full receipt of education (25hrs) completed and evideneeg upon calling the ;:‘:Iiee. unless in deciding which code to use.
. . - immediate risk evident). Please be mindful of missing and hidden Parents should provide school with
Information should be shared with the Fair Access missing where young people’s whereabouts are not known to a retumn date.
Team. Levels of provision will be closely monitored and [ parenticarers. This can be discussed with the CMO. If the family do not retum on this
scrutinised. date attendance procedures
should be followed.

SAFEGUARDING - Every child should be accounted for, their whereabouts should be known or a referral made to the appropriate
service. Please be mindful that the MASH is for level 4 safeguarding concerns with children believed to be at risk of or actual harm.
The Early Help Unit will support with early intervention/attendance. It is important that concems are risk assessed by school. All referrals
should indicate the level of concern and previous actions taken. A referral made to the comrect service will help for support to be in place
in a timely fashion. If unsure please seek guidance prior to referring.

Health Related Education

If a child has been out of school for
15 days or more due to iliness

please liaise with the School Nurse
and then a referral can be made to:

Health Related Education Team

(please contact the Health Related
Education Team to discuss a
request for their involvement)

GUIDANCE FOR REMOVING A CHILD FROM THE SCHOOL ROLL

PLEASE DO NOT REMOVE A CHILD FROM YOUR ROLL UNLESS YOU HAVE RECORDED AND SHARED THE FOLLOWING WITH THE LA:
the full name of the pupil,

the full name and address of any parent with whom the pupil normally resides,
at least one telephone number of the parent,
memprsﬁnumad&mwdmmschod rfqapicable and

ex A). This will need to be clearly

reou'dedmmwdamgyarsystemsasyoumlneedtolnfonnmem .
Al other deletions breach statutory guidance
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Attendance falls below 95%
* Letter 1 sent to parent/carer informing that attendance is a cause for
concern and outlining action for if attendance falls below 90%

L4

Attendance falls below 90% or no improvement if already below 90%

4

2) If there is no improvement in the pupil’s attendance, this will trigger a letter (Letter 2) to parents to:

Inform them that their child’s attendance has not improved and that it will be monitored over the next 10 days.
Arrange a ‘Positive Action Meeting’ with a member of the Inclusion Team to discuss the pupil’s attendance.
Inform them that any further illnesses will not be authorised without a medical note (this will be on a case by case
basis).

Inform them of any other further action that may be taken if there is no improvement in attendance.
Enforcement action the LA may take if their child’s attendance falls below 85%, with 15% or more unauthorised.

\4

[e]

O 0 0 ©

3) Positive Action Meeting held.

Led by a member of the inclusion team.

Attendance action plan put into place.

Referral to Early Help Unit discussed.

Enforcement action the LA may take if their child’s attendance does not improve.
Review meeting date agreed for 10 days following initial meeting.

\d

4) If parents/carers fail to attend the meeting and there is no further improvement in attendance:

\

\{

5) The Inclusion Team will make regular contact via phone and text to offer help and support and to keep communications
open. This will be logged via CPOMS.
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Known Pupil Absence — Day 5 Procedure

e Where there has been contact with the parent/carer but a child has been absent for 5 days, a home
visit will be undertaken or a welfare call made on the 5" day to check on the wellbeing of the child
and to see whether there is anything school needs to be aware of.

e If the child is not seen, the HT/SLT will undertake a risk assessment to decide on level of concern.

e School will contact social services or police for advice and to request a safe and wellbeing check.
Professional advice to be followed.

Medical Absence

e Every effort should be made to arrange medical appointments outside school hours. Ifitis
necessary for a child to be out of school for this reason, the child should be returned to school
directly after the appointment.

e For all appointments, a letter/appointment card or documentation should be provided to the school
office of the appointment prior or straight after to ensure that it is marked as a medical absence.

Long Term Absence

e When children have an illness that means they will be away from school for over five days, the
school will do all it can to send material home if parents request it and feel that it is appropriate.

e Parents/carers should inform school staff of any such absence and the school will support them
as much as possible.

e |f the absence is likely to continue for an extended period, or be a repetitive absence, the school
may contact the targeted support services where appropriate.

Persistent Absence

At PLA, we are relentless in our pursuit of excellence for pupils. A vital part of our role in ensuring we make
every day count for the pupils of our school is the robust approach taken to breaking down barriers that may
lead to poor attendance of our pupils.

Our attendance lead and inclusion team regularly monitor the attendance of pupils who have become
persistently absent, offering support and advice where needed. The attendance of all pupil premium pupils
is monitored weekly. The following action is taken to ensure that persistent absence is kept as low as
possible:

Authorised Absence

e An absence is classified as authorised when a child has been away from school for a legitimate
reason and the school has received notification at least 4 weeks in advance from a parent or
guardian.

e |egitimate reasons include illness, medical appointments (only where they cannot be made
outside the school day) and some family circumstances.

e Only the school can make an absence authorised.

e The school may choose not to authorise in some of these circumstances where the child’s
education may be adversely affected by ongoing absenteeism.
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Unauthorised Absence

Absence from school is likely to be recorded as an unauthorised absence when:
- there is no parental explanation.
- the school is not satisfied with the explanation for an absence.

In either of these situations you could face prosecution.

The Law states that for your child to be considered to attend school regularly they must be at school every
day they are required to be there by the head teacher. This was confirmed in a Supreme Court ruling in
2017.

Therefore, you have to get permission from the Headteacher if you want to take your child out of school
during term time.

You can only do this if you make an application to the head teacher in advance (as a parent the child
normally lives with). This must be with a minimum of 4 weeks notice. “Withdrawal from Learning application
forms are available from the school office. The head teacher will consider the application and decide
whether this is marked as authorised or unauthorised in the attendance register.

e Head Teachers are no longer permitted to agree a Leave of Absence during term time unless in
exceptional circumstances.

e This includes where parents decide to take their children out of school for a family holiday during
term time.

e |f a parent intends to take their child out of school for a leave of absence during term time, they
must have requested this in advance and had their request agreed by the Head Teacher.

e Failure to do this could result in a fine or prosecution.

e |tis at the discretion of the headteacher to determine how many days your child can be away from
school if leave is granted.

Holidays During School Term Time

If the school has evidence that a parent has removed a child from school for the purposes of a holiday during
term time without authorisation and the level of absence is in excess of 3 days (6 sessions) in total over a 6-
week rolling period, then the school can, at the discretion of the Headteacher, request the Local Authority to
issue Penalty Notices to each parent for each child to whom unauthorised absence applies.

In Nottinghamshire, you could be fined if your child has either:
- 3 days unauthorised absence over a 6-week period
- 3 or more days unauthorised absence where this is for the purpose of a holiday in term time.

e The penalty is £60 and it is issued to each parent/carer for each child who was absent without
authorisation.

e The fine must be paid within 21 days of issue.

e [fitisn’t paid within 21 days the fine then rises to £120 per parent for each child that was absent without
authorisation.

e All fines must be paid within 28 days of issue otherwise you may be prosecuted in court.

e |f you are prosecuted at court you could get a fine of up to £2,500, a community order or a jail sentence
of up to three months. The court also gives you a Parenting Order.


http://www.familylives.org.uk/advice/teenagers/behaviour/what-is-a-parenting-order/
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e Parents who decide not to pay a fine and contest the matter in court should seek legal advice before
doing so.

If you decide that you wish to take your child for an unagreed Leave of Absence, please do complete a form
informing us of this. This means we will not have to undertake daily phone calls to you, all your contacts,
conduct home visits or refer to external agencies as we know where your child is.

Where a pupil who fails to attend regularly, or has been absent without the school’s permission for a

continuous period of 10 days, schools should follow Nottinghamshire County Council’s Attendance Flow
chart.

Holidays in Term Time / Withdrawing Children from Learning

The school considers each application for term-time absence individually, taking into account the specific
facts, circumstances and relevant context behind the request. Due to governmental regulations relating to
holidays taken during term time, schools no longer have the authority to grant authorised absence unless
there are exceptional circumstances. Exceptional circumstances include:

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

-Where families may need time together to recover from trauma or crisis;

-Holidays for parents in the Armed Forces, where they are returning from long operational tours that
prevent contact during scheduled holiday time;

-The parent can provide written proof (on company headed paper) that the withdrawal from learning is a
result of the holiday being determined by their employer and that this is the only period in which they are
able to take leave;

-Absence for a bereavement of a close family member but for the funeral service only, not extended leave;

-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.

In each case the Headteacher will consider the request, writing to the family explaining that the exceptional
absence days will be recorded as either authorised or unauthorised and explaining the reasons.

Persistent lateness

o Where a pupil is persistently late for 10 separate instances over a period of six school weeks and where
these are signified as a “U” in the attendance register, the school can, at the discretion of the Head
teacher, request the Local Authority to issue Penalty Notices to each parent for each child to whom
unauthorised absence applies.

e In line with the amendments made to The Education (Penalty Notices) (England) Regulations 2007 please
note the following:
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- The penalty is set at £120 and should be paid within 28 days of the date on which the notice starts. If
the penalty is paid within 21 days of the date on which the notice starts, the sum is reduced to £60.

- Penalty notices are issued to each parent, for each child.

- All monies are collected by and retained by the Local Authority.

Rewards and Incentives

We want to reward pupils for high attendance. We do this in the following ways:
o Weekly attendance figures are read out in phase ‘Star of the Week’ assembly.
e Certificate presented to the class with the highest attendance in their phase- this is displayed in their
classroom and they receive 5 class points which count towards a whole class reward.
e Top three classes for highest attendance in their phase will receive a kite on their attendance chart.
Reward for the class who gets the most kites at the end of each half term.
e Attendance postcards sent home for pupils with high or improved attendance.

Refusal to Attend
e Where a child refuses to attend school, parents must contact the school office to inform them on the
first day of absence.
e Parents should explain that their child is refusing to attend; school will aim to work with parents to
support their child in returning to school.
e |n the first instance an appointment should be made with a member of the Inclusion Team to see if
reasons for the refusal to attend can be identified and addressed.
e School will then work with parents to offer to support. This may include:
- Use of the ATTEND framework
- Nurture support
- Referral to outside agencies
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| School Refuser/Non-Attender

]

| A pupll Is persistently or severely absent from school. |

]

Steps outlined In will be followed.
I |

i

| Pupil continues to refuse to come to school. |

]

We realise there's no one-size-fits-all approach to getting Individual absentees Into schocl, so our approach Is based on
pupll's specific needs/barriers if a child of schoel age falls to attend regularly at a school at
which they are registered, or at a place where alternative prowision is pravided for them, their parents may be gullty of an
offence and can be prosecuted by the local autherity. Prasecution in the Magistrates Court Is the last resort for us and anly
used when all ather voluntary and formal support or legal intervention has falled or where support has been deemed |

Inthe af the se.

]

| Meet with dass teacher and /i fy reascns for |

]

| Reason for non-attendance Is identified. |

]

] Parental |

i

Usten, Understand and Facllitate Support
to

and we can work

Discuss with class teacher, pupll and

to
together to resolve them.

]

| Remave barriers in school and help parents to access the support they need to overcome the barriers cutside of school. |

will be made.

]

Vi b persists y support Is not working ng engaged with, we will meet with parents/carers
to explain the consequences clearly and ensure support Is also In place to enable families to respond.

!}

| If there Is no Improvement, support will be formalsed through a parenting contract. |

|

| If attendance does not Imprave or where absence Is a symptom of wider issues a referral to early help or whole family plan

Where barriers to attendance for a pupll or family are complex and to services Is not suffi we will wark
with the and other services vide more Intensive whale family support to address them as soon as it
becomes dear they would benefit from it.

If early help ref \§ cantract are not fud, an B Order (£50) wil be used to

provide to formal legal Ithy riminal

Enforce
‘Where ail other avenues have been exhausted and support Is not working or not being engaged with, enforce attendance
through statutory protect the pupil's right to an the
Court Is the last resort where all other voluntary and f or legal has falled or whi
been deemed In the of the . Where it s pursue only
local arents and they must fund all assoclated costs, Induding in the preparation of court

documentation.
Pupll

|

LUisten, Understand and Facllitate Support
to

Discuss with class teacher, pupll and

to and agree how we can work
together to resohve them.

|

Remowve barriers in school and help pupls to access the support they need to overcome the barriers outside of school.

v

f attendance does not improve or where absence s a symptom of wider Isswes, work with puplls and parents/carers to
identify reason for not wanting to attend. This will involve sensitive conversations, for example, arcund support for mental
health.

]

Ensure joined up pastoral care Is In place where needed and consider whether a time-limited phased return to school
would be appropriate, for example for those affected by Emotionally Based School Avoldance.

v

1f after 2 cycles there has been no progress towards achieving better attendance, then advice will be scught from cutside
agencies. Where additional support from external partners Is felt appropriate, a referral will be made ina
timely manner and working together with those services to deliver any subsequent support. This could include referrals to:
«  Early Help
«  Support from family service
*  Health Related Education Team
Once a plan has been agr this will be

Fixed penalty notices
may be requested to
prevent the need for
court action. These are
only requested when
we believe It is deemed
likely to change parental
behaviour and support
to secure regular
attendance.

Peafield Loy
Acader ny

4 ™
3 o
W ation, Respors®
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Schools

It is important that if families decide to send their child to a different school that they inform Peafield Lane
Academy as soon as possible.

A pupil will not be removed from the school roll until the following information has been received and
investigated:

e The date the pupil will be leaving the school and starting the next.

e The address of the new school.

e A new home address if appropriate.

The pupil's school records will then be sent to the new school within 5 working days.

In the event that the school has not been informed of the above information, the family will be referred to
the local authority.

Attendance Targets

The school sets challenging attendance targets each year. These targets are agreed by the senior staff,
the Governing Body, with possible input from the Flying High Trust at the annual target-setting meeting.
The Headteacher will report on attendance percentages in the termly report to the Governing Body.

Monitoring and Review

e The Governing Body also has the responsibility for this policy, and for seeing that it is
carried out.

e Therefore, the Governors will examine closely the information provided to them and seek to ensure
that the school’s attendance figures are as high as they possibly can.

e The school will keep accurate attendance records on file for a minimum period of three
years.

e Class teachers will be responsible for monitoring attendance in their class. If they become aware
of an unexpected pupil absence during the course of the school day, they will contact the school
office immediately.

e [fthereis a longer-term general concern about the attendance of a particular child, this will be
reported to the Headteacher, who may contact the parents or guardians.



