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Introduction

This policy has been written to adhere to the relevant Children Acts, Education Acts,
Regulations and Guidance from the Department for Education in addition to guidance from
the Local Authority. Parents/carers have the legal responsibility for ensuring their child’s
regular attendance and failure to do so is a criminal offence under Section 444 of the
Education Act 1996.

Legislation and Guidance

This policy is based on the Department for Education’s (DfE’s) statutory guidance on
working together to improve school attendance (applies from 19 August 2024) and school
attendance parental responsibility measures.

The guidance is based on the following pieces of legislation, which set out the legal powers

and duties that govern school attendance:

. Part 6 of the Education Act 1996

. 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, and 2016 amendments)

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

It also refers to:

. School census guidance

' Keeping Children Safe in Education

. Mental health issues affecting a pupil's attendance: guidance for schools

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.

Our Ethos

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 Walton Peak Flying High Academy, we believe that the most important factor in
promoting excellent 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:

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

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

¢ understand the importance of school as a place of safety where pupils can enjoy

o 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:
o ftreat staff with respect.
¢ actively support the work of the school with regards to attendance.
o 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.

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 Derbyshire County Council policy on absences.

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

Excellent 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 school’s designated Attendance Leads are Mr. M Parkinson, Miss A Dolphin and newly
appointed administration assistant whose responsibilities are identified within this policy.

Aims and Obijectives

This attendance policy ensures that all staff, governors and parents in our school are fully
aware of and clear about the actions necessary to promote good attendance.

Through this policy we aim to ensure:
¢ excellent attendance of all of our children
¢ all stakeholders have a clear understanding of the school’s tiered approach
e our universal provision for promoting excellent attendance is shared
e our families, where a child is at risk of persistent absence, receive individualised
support
e our families, where a child’s attendance is cause of concern, receive targeted support

Definitions

Authorised absence

An absence is classified as authorised when a child has been away from school for a legitimate
unavoidable reason and the school has received notification from a parent or carer. For
example, if a child has been unwell and the parent telephones the school to explain the
absence.

Only the Headteacher can decide on whether an absence is authorised or not. Sometimes,
even if absence is supported by parent / carer, an absence will be unauthorised.

Unauthorised absence
An absence is classified as unauthorised when a child is away from school without the

permission of the school, even if the absence is supported by the parent.

Procedures

At Walton Peak Flying High Academy, we are relentless in our pursuit of excellence for pupils.
We have established robust attendance monitoring and escalation procedures which are
initiated in an attempt to prevent absence becoming a problem by taking the following action
to ensure that persistent absence is kept as low as possible:

To develop and maintain a culture within our school community where excellent attendance is
important, we deliver the following universal offer:

o deliver weekly assemblies to promote and celebrate excellent attendance

e pastoral support from Pastoral Support Lead. E.g. ELSA

e communicate the school’s attendance on the termly news letter



incentivise excellent attendance with class team points and certificates

reward children by class for excellent attendance, weekly attendance bank

reward individual children termly for excellent attendance and inform their parents
maintain a relational approach with our children and families; upholding positive
relationships

explicitly teach the importance of attending school every day through assemblies and
the curriculum

Create positive classroom environments
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first day absence procedure (see Appendix 2 for flowchart)

For all pupils who are below national expectation and at risk of becoming persistently absent,
we deliver the following targeted approach: (see Appendix 1 for flowchart).

4 weekly monitoring of pupils who have fallen below 96.5% by our Attendance Team
to ensure that support is offered as early as possible in order to prevent them from
becoming persistent absentees.

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 Outlining to parents/carers the action that will be taken if their child’s attendance falls
below 90%.
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For all pupils who have become persistently absent, our procedures are specialised: (see
Appendix 2).

e 4 weekly monitoring of pupils, by our Attendance Team, who have become
persistently absent from school.

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

o Weekly check-ins with the Children and Family Support Worker continue to review
progress and impact of support given. Improved attendance of 100% is rewarded by
a weekly celebration with Miss Dolphin/Mr. Parkinson. Where there is no
improvement, the following action is taken:

1. If there is no improvement in the pupil’s attendance over the next 5 days, this will
trigger a letter to parents/carers offering them a face-to-face meeting to discuss
their child’s attendance with the Phase Lead and Children and Family Support
Worker. As there has been no improvement, further time off school will be
unauthorised without medical evidence.

2. Ifthere is no improvement, a further letter (Letter 2) will be sent informing them of
a given time and date for a face to face meeting with the Attendance Lead and
Children and Family Support Worker. A follow-up fortnightly check-in will be
agreed. The letter will remind parents /cares, that further time off school will be
unauthorised without medical evidence.

3. If there is no further improvement in attendance, a further letter (Letter 3) will be
sent informing them of a given time and date for a face to face meeting with the
Head Teacher and Children and Pastoral Support Lead .This letter will also give
warning of a penalty notice. A follow-up fortnightly check-in will be agreed.

4. 10 sessions (5 school days) of unauthorised absence within a 10-week time
frame will result in a Fixed Penalty Notice being applied for from Derbyshire
County Council.

5. The Attendance Team will make regular contact via phone and continue to
offer help/support and to keep communications open.

For all children who are in receipt of Pupil Premium funding:
e The attendance of all pupil premium children is monitored weekly by our Attendance

Team. Feedback from this monitoring is passed onto to our class teacher and Pupil
Premium Lead and any actions required are planned.



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 SENDCo, the Pupil Premium Lead and Children Pastoral Support Lead we
seek to proactively engage with pupils who have poor attendance.
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Responsibilities

All members of school staff have a responsibility for identifying trends in attendance and

punctuality. The following includes a more specific list of the kinds of responsibilities which
individuals might have.

The Governing Board

The governing board is responsible for:

Setting high expectations of all school leaders, staff, pupils and parents.
Making sure school leaders fulfil expectations and statutory duties, including:

- Making sure the school records attendance accurately in the register, and
shares the required information with the DfE and local authority.

- Making sure the school works effectively with local partners to help
remove barriers to attendance, and keeps them informed regarding
specific pupils, where appropriate.

Recognising and promoting the importance of school attendance across the school’s
policies and ethos.

Making sure the school’s attendance management processes are delivered
effectively, and that consistent support is provided for pupils who need it most by
prioritising staff and resources.

Making sure the school has high aspirations for all pupils but adapts processes and
support to pupils’ individual needs.
Regularly reviewing and challenging attendance data and helping school leaders
focus improvement efforts on individual pupils or cohorts who need it most.
Working with school leaders to set goals or areas of focus for attendance and
providing support and challenge.
Holding the headteacher to account for the implementation of this policy
Monitoring attendance figures for the whole school and repeatedly evaluating the
effectiveness of the school’s processes and improvement efforts to make sure they
are meeting pupils needs.
Where the school is struggling with attendance, working with school leaders to
develop a comprehensive action plan to improve attendance.
Making sure all staff receive adequate training on attendance as part of the regular
continued professional development offer, so that staff understand:
The importance of good attendance.
That absence is almost always a symptom of wider issues.
The school’s legal requirements for keeping registers.
The school’s strategies and procedures for tracking, following up on and
improving attendance, including working with partners and keeping them
informed regarding specific pupils, where appropriate.
Making sure dedicated training is provided to staff with a specific attendance function
in their role, including interpreting and analysing attendance data.




The Attendance Team

The Attendance Team consists of the Head teacher Mr. M Parkinson, Pastoral Support
Lead Miss A Dolphin and a newly appointed administration assistant. The Attendance

Team plays a crucial role in monitoring and promoting regular excellent attendance. The
team's main objective is to ensure that pupils attend school regularly, identify barriers to

attendance, and implement strategies to improve attendance rates.

Leading, championing and improving attendance across the school

Setting a clear vision for improving and maintaining good attendance

Evaluating and monitoring expectations and processes

Having a strong grasp of absence data and oversight of absence data analysis
Regularly monitoring and evaluating progress in attendance

Establishing and maintaining effective systems for tackling absence, and making
sure they are followed by all staff

Building close and productive relationships with parents to discuss and tackle
attendance issues

Creating intervention or reintegration plans in partnership with pupils and their
parents/carer

Delivering targeted intervention and support to pupils and families

Update and maintain the attendance tracker system fortnightly

Meet fortnightly to monitor and analyse attendance data, with a specific focus on
vulnerable groups

Meet with families inline with graduated attendance procedures

Identify patterns and trends in individual / group / whole-school attendance
Identify children at risk of persistent absence and action

Consider barriers to attendance for individual / group / whole-school attendance
Collaborate with parents / carers through formal and informal meetings

Initiate Attendance Support Plans

Report to the DSL team and Head Teacher, specifically highlighting cases of concern
Prepare data and present to the Governing Body

Work with external agencies to support and further challenge families
Continuously reviewing the effectiveness of strategies

Administer letters to families

Recognising and rewarding excellent attendance

Class Teacher
Class teachers are responsible for:

Taking daily AM and PM registers to record attendance and absences
Building and maintaining positive relationships with children and families
Sharing pupil attendance % at parent’s evening and in the end of year report
Sharing any concerns affecting attendance with the Attendance Team
Addressing initial attendance concerns and offering support to families
Promoting a culture of excellent attendance through education



Headteacher

Head teacher is responsible for:

Promoting the importance of excellent attendance to children and families
Modelling personal commitment to attendance and punctuality

Establishing and implementing the attendance policy in line with current legislation
Ensuring consistent enforcement of the attendance policy

Overseeing the Attendance Team

Supporting the implementation of support strategies

Attending attendance meetings inline with the graduated response to persistent
absence

Reporting on attendance to the Governing Body and Flying High Partnership
Collaborating with external agencies to improve attendance

Building staff capacity to ensure excellent attendance

Recognising and rewarding excellent attendance

Issuing fixed-penalty notices, where necessary, and/or authorising the Pastoral
Lead and Admin Assistant to be able to do so.

Working with the parents of pupils with special educational needs and/or
disabilities (SEND) to develop specific support approaches for attendance for
pupils with SEND, including where school transport is regularly being missed, and
where pupils with SEND face in-school barriers

Communicating with the local authority when a pupil with an education, health and
care plan (EHCP) has falling attendance, or where there are barriers to attendance
that relate to the pupil's needs

Administrative Staff

Administrative staff are responsible for:

Maintaining attendance records and systems

Recording / coding absences

Maintaining positive lines of communication between parents and school
Building and maintaining positive relationships with families

Contacting families to gain reason for absences

Producing fortnightly reports

Sharing any concerns affecting attendance with Attendance Team

Parents / Carers

Parents / carers are responsible for:

Prioritising excellent attendance for their children

Encouraging a positive view of education and promoting the importance
Modelling punctuality and responsibility

Setting routines that support excellent attendance

Be familiar with and adhere to the attendance policy

Reporting absences through the correct channels in a timely manner
Providing updates should an absence exceed one day
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¢ Monitoring their child’s attendance

e Addressing barriers to attendance

e Attending meetings about their child’s attendance

e Working with school staff to improve attendance

e Producing evidence / documentation for absence upon request

o Seeking support, where necessary, for maintaining excellent attendance, by
contacting Helen Hudson (Children and Family Support Worker)

Registration

¢ At 8:45am the school doors open and children are welcomed into their classroom.
o At 9:00am class registers are marked

e If children are not in class by 9:05 they will be marked as late .

o Registers close at 9:30am. After this time children will be marked as U having missed their

morning mark.
e Registers will be taken again in the afternoon at 1pm.

A full day counts as 2 sessions (AM and PM)

Each class teacher has the responsibility for marking the attendance register at the beginning
of the morning and afternoon session.

All attendance records are documented using Arbor software. Attendance registers are legal
documents and these must be kept secure and preserved in line with the relevant retention
schedule.

Lateness:
Children who are persistently late after close of register soon fall behind with their learning.

Any pupil who comes into school after 09:05am will be marked as late. Records are kept of
those pupils who are late; this is documented on the electronic register for each pupil
(Attendance code L).

Any child who arrives for school later than 09:30 will be marked as late after close of register
(Attendance code U). This is an unauthorised absence for the whole session and will affect
your child’s overall attendance percentage and can be used to calculate absence thresholds
for legal decision making.

Children who have attended a dentist or doctor’s appointment and subsequently come to
school later than 09:30 will have the absence recorded as a medical absence (Attendance
code M). Please provide advanced notice if your child has an appointment.
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Persistent Lateness
Absences:

A pupil’s parent/carer is expected to call the school in the morning if their child is going to be
absent and explain the reasoning.

Where a child is absent from school and we have not received any contact from the parent,
then we initiate a first day contact process.

Pupil Absence — Day 1 Procedure: (see Appendix 2 for flow chart)

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

- Phoning the school office and leaving an answer-phone message on 01246 234381
Emailing the school office on office@waltonpeakfha.co.uk

Please note Class Dojo is not monitored for absences.

Once the register is closed at 09:05am, the office staff will identify any children who are absent
with no reason and the initial calls are made and text message will be sent before 10am by
the Administration Assistant.

If no contact can be made through calling the parents/carers, all other available contacts will
be called.

If no contact is made by 11am, the Pastoral Support Lead/Attendance Lead will be informed
and will make a further phone call to parents/carers and all other available contacts. If possible,
an answer phone message will be left on the parents/carers device informing them that if they
do not contact school urgently, then a safe and well home visit will be made.

The Pastoral Support Lead/Attendance Lead will inform DSLs and SLT and a home visit will
be conducted.

If no contact can be made from the home visit, a home visit notification will be left (see
Appendix 3) at the house requesting immediate contact by the end of the school day.

If a 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 school day, 3:25pm, home visits may be carried out and
external professional services may be contacted for advice and to request a safe and wellbeing
check. This may include the police.

School will do all they 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.
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Known Pupil Absence — Day 5 Procedure
Medical Absence Procedure

o Every effort should be made to arrange medical appointments outside school hours. If it
is 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.

Applications for Leave of Absence in Term Time

In September 2013, the government introduced new regulations making it clear that
Headteachers must not give approval for any leave of absence during term time, including
holidays, unless there are exceptional circumstances.

Any requests for term time leave should be made on a Leave of Absence Request form
(available from the school office) and handed in as early as possible, but a minimum of two
school weeks before the first date of the requested absence whenever possible. You must
have received written authorisation before your child can be absent from school.

Parent/carers may be issued with a penalty notice fine or prosecution should leave of 5 days
or more be taken which is not authorised by the Headteacher, or where repeated incidents of
leave in term time for less than 5 days occur or where the unauthorised absence contributes
to wider poor attendance that meets the legal threshold. (Attendance code G).

Addressing Attendance Concerns

The school expects attendance of at least 96.5%.

It is important for children to establish good attendance habits early on in their school career.
It is the responsibility of the Headteacher and the governors to support good attendance and

to identify and address attendance concerns promptly. We rely upon parents to ensure their
child attends school regularly and punctually and therefore where there are concerns
regarding attendance parents are always informed of our concerns.

Monitoring Arrangements

This policy will be reviewed as guidance from the local authority or DfE is updated, and as a
minimum annually by the Attendance Lead. At every review, the policy will be approved by the
Head Teacher and full Governing Body.

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 2 weeks in
advance from a parent or guardian.
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e Legitimate reasons include iliness, medical appointments (only where they cannot be
made outside the school day), religious pilgrimage and some family circumstances.

¢ Only the Head Teacher 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.

Unauthorised Absence
Absence from school is likely to be recorded as an unauthorised absence when:
o There is no parental explanation.
e The school is not satisfied with the explanation for an absence.
¢ You have received a letter stating that no further time off ill will be authorised without
medical evidence.

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. Therefore, you have to
get permission from the Head Teacher 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 2 weeks notice. The head
teacher will consider the application and decide whether this is marked as authorised or
unauthorised in the attendance register.
o Head Teachers are no longer permitted to agree a Leave of Absence during term
time unless in exceptional circumstances.
¢ 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.
o Failure to do this could result in a fine or prosecution.
e |tis at the discretion of the head teacher to determine how many days your child can
be away from school if leave is granted.

Holidays During School Term Time
In Derbyshire, you could be fined if your child has either:
e 5 days (10 sessions) of unauthorised absence over a rolling 10-week period

o First Offence - The first time a Penalty Notice is issued for Term Time Leave or Irregular
Attendance the amount will be £160 per parent, per child paid within 28 days. Reduced
to £80 per parent, per child if paid within 21 days.

e Second Offence (within 3 years) -The second time a Penalty Notice is issued for Term
Time Leave or Irregular Attendance the amount will be: £160 per parent, per child paid
within 28 days.
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e Third Offence and Any Further Offences (within 3 years) - The third time an offence is
committed for Term Time Leave or Irregular Attendance a Penalty Notice will not be
issued, and the case will be presented straight to the Magistrates’ Court.

e If you're prosecuted and attend court because your child hasn’t been attending school,
you could get a fine of up to £2,500.

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 Derbyshire County Council’s
Attendance Flow chart.

Attendance Rewards and Incentives

We want to reward pupils for high attendance. We do this in the following ways:

¢ House attendance is awarded weekly during the celebration assembly.
¢ Children who have a good/improved attendance record will be awarded at the end of
the year.
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Appendix

Appendix 1. Attendance Procedure Flowchart

Staged Approach to the Management and Monitoring of Attendance at

Walton Peak Flying High Primary and Nursery Academy

Stage | Trigger Outcome
1 Attendance falls Letter 1 will be sent to parents:
below 96% e Informing the parents of current attendance %
e Reminding parents of their legal responsibilities and the
nature of ‘persistent absence’
e Inviting parents to contact school to discuss attendance further and
to see if school can offer any support.
Attendance is then more closely monitored for a fixed period of 4 weeks.
2 Parents have Letter 2 will be sent to parents:
received a Stage 1 e Informing parents of ongoing concern about attendance
letter and e Informing the parents of current attendance %
attendance remains e Reminding parents of their legal responsibilities and the
of concern during nature of ‘persistent absence’
the monitoring e Notifying parents that the child’s attendance is continuing to be
period. closely monitored and of the duration of the monitoring period.
e Inviting parents to contact school to discuss attendance further and to
see if school can offer any further support.
e Attendance continues to be monitored for a fixed period of 4 weeks.
3 Parents have Letter 3 will be sent to parents:
received a Stage 2 ¢ Informing parents of increasing ongoing concern about attendance
letter and there is e Informing the parents of current attendance %
no improvement of e Reminding parents of their legal responsibilities and the
attendance definition of ‘persistent absence’
patterns. e Stating that the parents must now provide medical evidence of any
absence for illness or absences will become unauthorized.

e Parents to attend a meeting at their earliest convenience with the
attendance panel, with the purpose of discussing any barriers to
attendance, agreeing an action plan of support, considering whether
it may be appropriate to involve outside agencies, and setting an
internal school attendance target.

o Notifying parents that should they choose not to attend, the meeting
may take place without them and a target set.

e Penalty warning issued to parents in writing.
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Parents have failed Letter 4 will be sent to parents:

to address an ¢ Informing parents of concern around persistent absence

internal school e Informing the parents of attendance during the target period.
attendance target ¢ Notifying parents that the school has no option but to discuss their
and attendance child’s attendance with the appropriate authority and may make a
remains well below formal referral.

the level of

) e Penalty issued
Persistent Absence

(90%)

During a monitoring A Letter of recognition will be sent to parents:

period, attendance « Informing the parents of the improvement of attendance during the
improves. monitoring period.

o Notifying parents that the school will continue to monitor attendance
and work together to support sustained improvement.

The letters separately attached:
a. h

b. Letter of Concern STAGE 1
c. Letter of Concern STAGE 2
d. Letter of Concern STAGE 3
e. Letter of Concern STAGE 4
f.
are colour coded to link with the Staged Approach above.
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Whitecotes Lane - Walton - Chesterfield - Derbyshire - S40 3H)J

Headteacher: Mr M Parkinson
Deputy Headteacher: Miss B Wilson

Date:

Name/Parent/Carer:

Address:

Dear Parent/carer,

We are writing to advise you that NAMES attendance has fallen to %, this is below the school and national
expectation of 96%.

| have enclosed a copy of NAMES attendance record which shows and analysis of attendance, punctuality and
whether the absence is authorised or unauthorised.

Good attendance is extremely important as missing school can have an impact on your child’s learning, and as
| am sure you are aware it is also a legal requirement.

| am required to make you aware of your legal responsibilities in relation to school attendance. Under section
444 of The Education Act 1996 a parent is guilty of an offence if a child of compulsory school age, who is a
registered pupil at a school fails to attend regularly at the school.

We will therefore be monitoring NAMES attendance for the rest of this term, and we look forward to seeing
an improvement.

If you would like to discuss this further please do not hesitate to contact Mrs Cooke in the school office.

Yours faithfully

Mr M Parkinson
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Whitecotes Lane - Walton - Chesterfield - Derbyshire - S40 3HJ

Headteacher: Mr M Parkinson
Deputy Headteacher: Miss B Wilson

Date:

Parent/Carer

Address

Dear Parent/carer,

We wrote to you recently about NAMES attendance, informing you of our intention to monitor NAME’s
attendance last term. Unfortunately, NAMES attendance has not improved, and at the end of last term
NAMES attendance was %.

As previously stated it is your legal responsibility to make sure your child attends school, and with this in mind

we will be continuing to monitor NAMES attendance and we hope to see improvement.

If NAME's attendance continues to be unsatisfactory and NAME’s absences are marked as unauthorised we
will have no option but to refer your case to Derbyshire County council for consideration and legal action.

This may result in:
. A penalty notice payable of up to £120.00 fine per child
. Prosecution under S444 (1) Education Act 1996, where if convicted you may be fined up to £1000.00

. Prosecution under S444 (1a) Education Act 1996 where, if convicted you may be fined up to £2500.00
and/or a

Community order or imprisonment.

If NAMEs attendance does not improve this term you may be asked to come into school for a meeting, to

discuss how this can be improved and to see if school an assist you further and offer any additional support.

Yours faithfully

Mr M Parkinson
Headteacher
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Whitecotes Lane - Walton - Chesterfield - Derbyshire - S40 3H)J

Headteacher: Mr M Parkinson
Deputy Headteacher: Miss B Wilson

Date:

Parent/Carer

Address:

Dear Parent/carer,

We have sent several letters with regards to ongoing concern about NAME’s attendance.

We regret to inform you that NAME’s attendance has not improved, and at the end of the last monitoring period
NAME’s attendance was %. As a result of this we will continue to monitor NAME’s attendance over a 4 week
period.

As | am sure you are aware and as previously stated it is your legal requirement to make sure your child attends
school. Therefore with this in mind we would like to invite you to an attendance meeting, with the purpose of
discussing any barriers to attendance, agreeing an action plan of support and considering whether it may be
appropriate to involve outside agencies and possibly setting an internal school target.

Please be aware if you choose not to attend the meeting it may take place.

Yours sincerely

Mr M Parkinson
Headteacher
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Whitecotes Lane - Walton - Chesterfield - Derbyshire - S40 3HJ

Headteacher: Mr M Parkinson
Deputy Headteacher: Miss B Wilson

Date:

Parent/Carer

Address:
Dear Parent/carer,

Despite several letters and also an attendance meeting NAME's attendance has not improved. Over the last 4
week monitoring period NAME’s attendance was %.

Unfortunately, the school has no option but to discuss your child’s non-attendance with the appropriate
authorities and we may also make a formal referral. A penalty notice will also be issued.

Under section 444 of the Education Act 1996 (as amended by $23.1. Antisocial behaviour act 2003 a fine of one
hundred and twenty pounds (£120) payable within 28 days, reduced to sixty pounds (£60), if paid within 21 days,
can be imposed for this offence. Failure to pay will result in prosecution under section 444 of the Education Act
1996.

As a school this is not a decision we have taken lightly, however your child’s attendance is not meeting the
expectations of the school, which in turn is having a negative effect on your child’s learning and development.

If you would like to discuss the matter further please do not hesitate to contact Miss Dolphin our Pastoral Lead or
Mrs Cooke in the office.

Mr M Parkinson
Headteacher
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Whitecotes Lane - Walton - Chesterfield - Derbyshire - S40 3HJ

Headteacher: Mr M Parkinson
Deputy Headteacher: Miss Wilson

Date:

Name: Parent/carer

Address:

Dear Parent/carer,

We are pleased to inform you of an improvement to NAMES attendance. When we wrote to you previously,
NAMES attendance was at % this has now increased to %.

As you are aware from previous correspondence the school and the national expectation for attendance is
96%. With this in mind we will be continuing to monitor NAMES attendance over the next 4 week and look
forward to further improvement.

We would like to take this opportunity to thank you for your commitment in supporting NAME and enabling
them to get the most out of their time in school.

Yours faithfully

Mr M Parkinson

Headteacher
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Appendix 2. Day 1 Absence Procedure Flowchart

Parents/carer must inform the
school by 8:45am if their child is
going to be absent by calling the

school office and leaving an
answer phone message.

& 4/
Parents contact the
Absence is coded in the register. school office with the
/ reason for absence.

If no contact is made on day 1, school will repeat steps 2-7 over the next 9 days and continue to follow
professional advice.

Children Missing Education

On day 10 of no contact, school will contact CME. (Child Missing in Education)
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Appendix 3. Home Visit Notification

HOME VISIT NOTIFICATION

Your child has not attended school today and we have not received a reason for their
absence. We have made two phone calls to the contact numbers provided but have been
unable to make contact.

As a result, we have conducted a home visittoday () at:

If we do not hear from you by the end of the school day, we will contact Call Derbyshire
(Children’s Services) for advice and request a safe and wellbeing check. The police will
also be contacted if required. We will follow professional advice.

PLEASE CONTACT US AS SOON AS POSSIBLE

Appendix 4. Text Message

We have a duty of care to inform you that your child’s attendance has fallen below our
school’s target of 97% and is currently at XX% (this is equivalent to XXX sessions missed).
If you feel our support would be beneficial, please do not hesitate to contact us.

/
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Appendix 5. Leave of Absence Request Form

APPLICATION FOR STUDENT’S LEAVE OF ABSENCE FOR EXCEPTIONAL CIRCUMSTANCES

Name of student: Class:
Year Group:

Name of both parent/carers (with parental responsibility):

Mr Mrs/Ms/Miss:

Address:

I/We wish to apply for our child to be absent from school for EXCEPTIONAL CIRCUMSTANCES.
The Department for Education does not consider the following circumstances to be exceptional. Availability of cheap holidays,
days overlapping with the beginning or end of term, Birthday of pupil or family member.

Dates from: To: Total No of days:

Please supply as much detail as possible the reason for your request and why you feel it is exceptional circumstances.

Continue overleaf if required.

Name of students: Schools:
Signed (by both parent/carers is applicable):
Parent/carer 1: Parent/Carer 2:

THIS FORM SHOULD BE SUBMITTED TO THE HEADTEACHER AT LEAST 2 WEEKS BEFORE THE DATE
OF REQUESTED LEAVE.

Authorised by; Unauthorised by:
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Appendix 5: DCC attendance update 24/25

DERBYSHIRE
County Council

School attendance update 2024/5

Dear parent/carer

‘We are writing to you because the Department for Education |DFE) have introduced some new
guldance for sehools and Local Authorities (LAs) for managing school attendance. They have also
introduced a new national framework for penalty notice and amended the law. These changes come
into effect from the 19 August 2024 and all schools and LA across the country will be expected to
follow the new statutory guidance.

Support first

The importance of regular attendance at school cannot be stressed enough. All schools and LAs are
expected to promote school attendance and provide support to remove barriers where a pupil is
struggling to attend schoaol. This may mean that the school raises the issue of attendance even if
your child has only had a eouple of days off (1. This Is not because they don't believe you. By working
with you, schools can step in early ta help to prevent patterns of absence developing. Schools may
identify other underlying issues that are making your child reluctant to attend school and be able to
help you and your child.

For this to be successful parents need to work with the school. Where it can be demonstrated that a
parent/carer is not fulfilling their parental responsibility to ensure that their child receives a suitable
full-time education then the school can consider requesting that the LA take further action. This can
be In the form of a penalty notice, prosecution, or the school may suggest other formal
interventions.

National Framework for penalty notices

To provide consistency, the Government have introduced a new national framework for when
schools and LAs believe that they have exhausted all offers of support and the parent/carer is not
engaging with the attempt to improve their child’s attendance at school.

The threshold for when a schoal should consider next steps is 10 sessions [5 school days) of
unauthorised absence in a rolling period of 10 schoal weeks. A school week means any week in
which there Is at least one school session. This can be made up of any form of unauthorised absence
including late after close (attendance code U) of register and odd days of unauthorised absence
{attendance code 0) which add up ta 5 days within a 10-week period.

At this point the school will consider if it is likely that the attendance will improve with further
support. They may then decide to refer the case to the LA for formal monitoring. This may proceed
to legal action if the attendance does not improve.

Education Penalty Motices are issued to parents of statutory school age children. They can be issued
to each parent or carer who Is deemed liable for the child's absence fram school. The new costs and
process is outlined below:
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First Offence - The first time a Penalty Motice is issued for Term Time Leave or Irregular Attendance
the amount will be:

£160 per parent, per child paid within 28 days.
Reduced to £80 per parent, per child if paid within 21 days.

Second Offence (within 3 years) -The second time a Penalty Notice is issued for Term Time Leave or
Irregular Attendance the amount will be:

£160 per parent, per child paid within 28 days.

Third Offence and Any Further Offences (within 3 years) - The third time an offence is committed
for Term Time Leave or Irregular Attendance a Penalty Motice will not be issued, and the case will be
presented stralght to the Magistrates” Court.

Term time holidays

Pupils should not be taken out of school during term time unless it is unavoidable. Schools are
required to consider requests for leave of absence in term time and should only approve the leave If
there are exceptional circumstances. If a reguest for leave is denied and the pupll is absent for 5
days or more then the school s expected to refer the case to the LA, The LA will lssue a penalty
notice with ne requirement for a fermal warning to be issued. Penalty notices can also be issued
whiere a pupil is absent for repeated incidents of unauthorised leave in term time that fall below the
S-day threshold. In every case, the request for the Penalty Notice comes in from the school to the
LA for the process to be completed.

Mew registration codes

¥ou might find that your child's attendance report looks slightly different next year. The OFfE have
amended some of the codes to include numbers as well as letters. These new codes are to enable
schools, LA and the DIE to better understand the reasons for absence.

For example:

Code C: Leave of absence for exceptional circumstance.

Code C1: Leave of absence for the purpose of participating in a regulated performance.

The important thing for you as a parent is still the C which means that the absence was authorised.

There is also a new code which has been introduced for pupils who are on the schoal roll but are
temporarily being provided with an alternative education by the local authority, such as a home
tutor.

Code K: Attending education provision arranged by the local autharity.

Full details of all of the changes can be found by visiting the Government webpage:
https:/fwww. gov.uk/government/publications/working-together-to=improve-school-attendance
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CHANGES TO PENALTY NOTICE FINES
FOR SCHOOLS.

After 19th August 2024, the following changes will apply to Penalty
Motice Fines issued under the new National Framework.

Per Parent, Per Child: There will now be penalty notices issued to parents for
each child absent. EG. If three siblings were absent for term time leave, each
parent would receive a fine for each absence.

S ——

5 consecutive days of term time leave: \When Term Time Leave exceeds 5 or
maore consecutive days, penalty notices will be issued. Inset Training Days are
school days ond can be included in the 5 or more consecutive days, where
there was intent to be absent for Term Time Leave.

10 sessions of unauthorised absence in a 10-week period: When 10
unauthorised absences are recorded in ten weaeks, fimes will be considered.

First Offence: The first time a penalty notice is issued for term time Leave or
Irregular Attendance Penalty Motices will be issued:
« F160 per parent, per child paid within 28 days.

Second Offence (within 3 years): After a second penalty notice for Irregular
Attendance or Term Time Leave has been issuad, the amount will ba:
« £160 per parent, per child paid within 28 days

Third Offence and Any Further Offences (within 3 years): An offence for Term
Time Leave or lrregular Attendance will not result in o penalty notice, but
instead will be dealt with by the Magistrates’ Court. A magistrate can impose
fines up to £2500 per parent, per child.

When parents are found guilty of failing to safeguard their child's education in
Magistrates' Court, the conviction will appear on their future DBS certificates.
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