St Mary Magdalene C of E Primary School

Headteacher: Mrs S Pearson

MULTI ACADEMY TRUST

Attendance and
Punctuality Policy

May 2026



Contents

1
2
3
4
5.
6
7
8
9

10.
11.
12.
13.
14.

15

Vision and Values

Statement of Intent

Legal Framework

Roles and Responsibilities

Definitions

Attendance Expectations

. Punctuality

Absence Procedures

Attendance Register

Exceptional Leave Requests

Special Educational Needs and Health Related Absence

Leave during lunch times

Truancy
Missing children

. Attendance Support: ATTEND Framework
16.
17.
18.
19.
20.

Monitoring and Analysing Absence

Persistent Absence and Legal Intervention

Training of staff

Monitoring and Review

Appendices




Policy: Attendance and Punctuality

Approved by: Local Governing Body

Date: May 2026

Review cycle: Annually

VERSION CONTROL

VERSION DATE AUTHOR CHANGES
2024-2025 | 31.01.2025 B Enever Legal framework, Attendance register codes, Truancy, Updated
absence & ATTEND letters
2026-27 11.05.26 S Pearson Clarification on morning and afternoon register procedures.

Change from Scholarpack to Arbor
Change of Mental Health Lead to Miss Wain
Change of appendices to reflect change in headteacher




1. Our Vision and Values

In our family, we have the courage to embody Jesus’ love for us. We put others’ needs above our own.
We act with integrity and respect. And when others fall short of our expectations, we support them to
atone and extend our forgiveness. In doing this, we prepare children to live life in all its fullness: its joys
and celebrations, its sorrows and struggles. The values which are most pertinent to this policy, alongside
their links, are detailed below:

Courage

We are called to create an environment where both children and staff aspire to be, and give, their best.
Everyone is emboldened to take risks, overcome challenges and be courageous in their efforts to achieve
their potential. Leaders challenge poor school attendance in order that children can access learning and:

* gain knowledge, skills and experiences to navigate life in an evolving world; and

* develop characteristics such as self-belief, ambition, and resilience to overcome life’s challenges.

“Be strong and courageous. Do not be afraid; do not be discouraged, for the Lord your God is with you.”
(Joshua 1:9)

Love

Jesus embodies the love and compassion of God for each person, and Christians are called to follow him
in this. In our family, love impels us to:

*  put others’ needs above our own;
* act with humility and without entitlement;
* empower all our community to flourish and succeed;

* provide a haven of compassion and safety, where children and adults know that they are
cherished; and

* support those who are struggling to attend school because they are experiencing suffering and
sadness.

“Let all that you do be done in love.” (1 Corinthians 16:14)

Respect

We seek to model to children an ethos of living well together. The flourishing of pupils goes hand in hand
with the flourishing of the wider school community: staff, families, governors and friends of the school.
Just as Jesus respected people by taking the time to care for them, we endeavour to:

* celebrate the Christian faith;
* foster deep respect for other cultures, faiths and traditions;

* provide an inclusive environment where special provision is afforded to those with disabilities or
special educational needs; and

* challenge inequality.

“Whatever you wish that others would do to you, do also to them.” (Matthew 7:12)



Forgiveness

Faults, flaws, and mistakes are an unavoidable part of human life. Though Jesus preached the importance
of repentance, even in moments of great personal torture, he prayed for forgiveness for his tormentors.
Therefore, in our family, we seek to:

* hold ourselves and others accountable for our/their actions, including school attendance;

* have a robust approach to dealing with persistent absenteeism; * repent when we fall short of
our own and others’ expectations; and

* forgive others for their indiscretions.
“If your brother sins, rebuke him, and if he repents, forgive him.” (Luke 17:3)
Honesty

An honest person makes a habit of making accurate, trustworthy statements about life, self, others, and
God; they represent themself just as they are and tell others the truth about themselves. That said, the
Bible tells us that honesty should always be accompanied by gentleness (Colossians 4:6). With this in
mind, we strive to build kind and trusting relationships by:

* speaking and acting with integrity;
* ensuring that children have a strong voice in relation to their attendance at school, and acting on
this; and

* working openly and compassionately with families in relation to pupils’ attendance, even when
messages might be difficult to give or receive.

“And you will know the truth, and the truth will set you free.” (John 8:32)

2. Statement of intent

St Mary Magdalene C of E Primary School believes that to facilitate teaching and learning, good
attendance is essential. Pupils cannot achieve their full potential if they do not regularly attend school.

We understand that barriers to attendance are complex, and that some pupils find it harder than others
to attend school; therefore, we will continue to prioritise cultivating a safe and supportive environment
at school, as well as strong and trusting relationships with pupils and parents.

We take a whole-school approach to securing good attendance, and recognise the impact that our
efforts in other areas — such as the curriculum, behaviour standards, bullying, SEND support, pastoral
support, and the effective use of resources such as pupil premium — can have on improving pupil
attendance.

We are committed to:

* promoting and modelling high attendance and its benefits;

* ensuring equality and fairness for all;

* ensuring this attendance policy is clear and easily understood by staff, pupils and parents;

* intervening early and working with other agencies to ensure the health and safety of our pupils;
*  building strong relationships with families to overcome barriers to attendance;

* working collaboratively with other schools in the areq, as well as other agencies;

* ensuring parents follow the framework set in section 7 of the Education Act 1996, which states
that the parent of every child of compulsory school age shall cause them to receive efficient full-



time education suitable to their age, ability and aptitude, and to any SEND they may have,
either by regular attendance at school or otherwise;

* regularly monitoring and analysing attendance and absence data to identify pupils or cohorts
that require more support.

The school’s Attendance Officer is Bev Enever who can be contacted via office@stmarys.snmat.org.uk.

Staff, parents and pupils will be expected to contact the Attendance Officer for queries or concerns
about attendance.

3. Legal framework

This policy has due regard to all relevant legislation and statutory guidance including, but not limited to,
the following:

*  Education Act 1996

*  Equality Act 2010

*  The Education (Pupil Registration) (England) Regulations 2006 (As amended)
*  The Children (Performances and Activities) (England) Regulations 2014
*  Children and Young Persons Act 1963

* DfE (2024) ‘Working together to improve school attendance’

* DfE (2024) ‘Keeping children safe in education (KCSIE) 2024’

*  DfE (2024) ‘Children missing education’

* DfE (2024) ‘Providing remote education’

* DfE (2024) ‘Summary table of responsibilities for school attendance’

* DfE (2025) ‘Attendance Baseline Improvement Expectations’ (ABIEs)

This policy operates in conjunction with the following school policies:

¢ Child Protection and Safeguarding Policy

*  Complaints Procedures Policy

*  Behaviour Policy

e SEND Policy

*  Supporting Pupils with Medical Conditions Policy
*  Children Missing Education Policy

4. Roles and Responsibilities

The governing board has overall responsibility for:

*  Monitoring the implementation of this policy and all relevant procedures across the school.
*  Promoting the importance of good attendance through the school’s ethos and policies.
* Arranging attendance training for all relevant staff that is appropriate to their role.

*  Working with the SLT to set goals for attendance and providing support and challenge around
delivery against those goals.

* Regularly reviewing attendance data.

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

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



* Having regard to ‘Keeping children safe in education’ when making arrangements to safeguard
and promote the welfare of children.

*  Ensuring there is a Children Missing Education Policy in place and that this is regularly reviewed
and updated.

The headteacher is responsible for:

* The day-to-day implementation and management of this policy and all relevant procedures
across the school.

*  Appointing a member of the SLT to the Attendance Officer role.
*  Ensuring all parents are aware of the school’s attendance expectations and procedures.

*  Ensuring that every pupil has access to full-time education and will act as early as possible to
address patterns of absence.

Staff are responsible for:

*  Following this policy and ensuring pupils do so too.
*  Ensuring this policy is implemented fairly and consistently.
*  Modelling good attendance behaviour.

*  Using their professional judgement and knowledge of individual pupils to inform decisions as to
whether any welfare concerns should be escalated.

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

The Attendance Officer is responsible for:

* The overall strategic approach to attendance in school.

* Developing a clear vision for improving attendance.

*  Monitoring attendance and the impact of interventions.

* Analysing attendance data and identifying areas of intervention and improvement.
¢ Communicating with pupils and parents about attendance.

*  Following up on incidents of persistent poor attendance.

* Informing the LA of any pupil being deleted from the admission and attendance registers.

Pupils are responsible for:

* Attending their lessons and any agreed activities when at school.

*  Arriving punctually to school.

Parents are responsible for:

*  Providing accurate and up-to-date contact details.

*  Providing the school with more than one emergency contact number.
* Updating the school if their details change.

* The attendance of their children at school.

*  Promoting good attendance with their children.



5. Definitions

The following definitions apply for the purposes of this policy:

Absence:

*  Arrival at school after the register has closed

*  Not attending school for any reason

Avuthorised absence:

*  An absence for sickness for which the school has granted leave

*  Medical or dental appointments which unavoidably fall during school time, for which the school
has granted leave

* Religious or cultural observances for which the school has granted leave

* An absence due to a family emergency

Unauthorised absence:

*  Parents keeping children off school unnecessarily or without reason

* Truancy before or during the school day

*  Absences which have never been properly explained

* Arrival at school after the register has closed

*  Absence due to shopping, looking after other children or birthdays

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

* Leaving school for no reason during the day

Persistent absence (PA):
*  Missing 10 % or more of schooling (3 days/6é sessions) within any three week period.

6. Attendance Expectations

The school has high expectations for pupils’ attendance and punctuality and ensures that these
expectations are communicated regularly to parents and pupils. Pupils will be expected to attend school
punctually every day that they are required to be at school, for the full day.

The school day starts at 8:45am, and pupils will be in their classroom, ready to begin lessons at this time;
therefore, pupils will be expected to be on the school site by 8:40am. Pupils will be expected to return
from their lunch break promptly to recommence learning.

lliness

The school encourages pupils to attend school unless they are too ill to attend, or have to be kept off
due to contracting and infectious disease. The NHS guidelines for the length of time children should be
kept off school can be found here: NHS- Should | keep my child off school?

Children should not be kept off school if they feel ‘under the weather’ and have mild symptoms such as
tummy ache, headache or a general cough or cold.
The decision to grant an authorised absence for illness is at the school’s discretion.

The school will not usually request medical evidence where a pupil is absent due to illness; however, the
school reserves the right to request supporting evidence where there is genuine and reasonable doubt
about the authenticity of the illness.


https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1070910/UKHSA-should-I-keep-my_child_off_school_guidance-A3-poster.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1070910/UKHSA-should-I-keep-my_child_off_school_guidance-A3-poster.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1070910/UKHSA-should-I-keep-my_child_off_school_guidance-A3-poster.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1070910/UKHSA-should-I-keep-my_child_off_school_guidance-A3-poster.pdf

Where the school has genuine and reasonable doubt about the authenticity of the illness, staff may
conduct a home visit fo ascertain whether the child is well enough to attend school.

7. Punctuality

School starts at 8.45 a.m. every day. Children who arrive late are greatly disadvantaged because they
miss starting the day with their peers and the beginning of lessons. This means that they are often
unsettled and confused about tasks. Their teacher will not always be able to re-explain work. It is also
very important that children establish good routines and habits in preparation for the rest of their lives.
Punctuality is a life skill that children need to develop whilst they are young.

Parents are expected ensure that their child arrives at school on time. The school understands that
there may be rare occasions when families are unavoidably late due to unforeseen circumstances. On
these occasions parents should contact the school office to inform the school of the estimated arrival time.

The school will monitor children’s punctuality and attendance in line with DfE Guidance (2022). Lateness
after the class register closes (9.15am) is classified as an unauthorised absence. High levels of
unauthorised absences or poor punctuality will result in progression through the school’s ‘Managing
Attendance Framework’.

Registers will be taken as follows throughout the school day:

Morning

*  The morning register will be open from 8.45am to 9.15am.
* A child will be marked as late if they arrive at school after between 9:00am and 9.15am.
(Unless a variation is agreed through ‘flexible starts’ in line with ATTEND framework)

* The morning register will close at 9.15am. Pupils arriving after this time will receive an
unauthorised absence mark in the register. (Unless a variation is agreed through ‘flexible
starts’ in line with ATTEND framework)

Afternoon

* The afternoon register will be open from 1:00pm to 1.15pm.

* A child will be marked as late if they arrive at school for the afternoon session between
1:10pm and 1.15pm.

* The afternoon register will close at 1:15pm. Pupils arriving after this time will receive an
unauthorised absence mark in the register.

Pupils and parents are encouraged to communicate any concerns related to attendance and absence as
soon as possible to the relevant member of staff.




8.

Absence Procedures

The school will always follow up any absences to:

* ascertain the reason for the absence;
* ensure the proper safeguarding action is being taken;
* identify whether the absence is authorised or not; and to

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

The school will not usually request medical evidence where a pupil is absent due to illness; however,
staff reserve the right to request supporting evidence where there is genuvine and reasonable doubt
about the authenticity of the illness.

The procedures for following up absences is as follows:

*Parents: should contact the school office before
9:00am using the dedicated absence line to give a
reason for absence and an estimation of length of
absence

D ay 1 sAttendance Officer: where parents have not

contacted by 9.30am, make contact with parents by
text or telephone. If no response a further text sent
explaining if we have no contact by 2pm we will carry
out home visit. Appropriate register code applied.

= Attendance Officer: if contact has not yet been
established, continue to make efforts to engage the
family. Record all contact as internal monitoring on
CPOMS.

Day 2

= Attendance Officer: if contact has been established
but the pupil remains absent, carry out a welfare call.
Speak to the child via telephone or undertake a home
wisit.

» Attendance Officer & Safeguarding Team: if contact
has been not established, undertake a home visit
alongside member of Safeguarding Team. Record all
contact as internal monitoring on CPOMS.

*WHEREABOUTS KNOWN: the absence meets the
threshold for enforcement actions. Attendance
Officer/Safeguarding Team to make joint referral to
Family Services via Early Help (EHAF), evidencing

Day 10 referral actions taken.

*WHEREABOUTS UNKNOWN: absence could meet
threshold for rermoval from role. Attendance
Officer/Safeguarding Team to make joint referral to
Children Missing Officer (CMO).



9 Attendance Register

The school uses Arbor to keep attendance registers to ensure they are as accurate as possible and can
be easily analysed and shared with the appropriate authorities. Designated staff members will take the
attendance register at the start of each school day and at the start of the afternoon session. This register
will record whether pupils are:

* Present
*  Absent
* Attending an approved educational visit

*  Unable to attend due to exceptional circumstances

The school will use the national attendance codes to ensure attendance and absence are monitored and
recorded in a consistent way. The following codes will be used:

o # = planned whole school closure

e /= Present in the morning

e \ = Present in the afternoon

o L = Late arrival before the register has closed

e C = Leave of absence granted by the school for exceptional circumstances
e S = Study leave

e C1 = Leave of absence for participating in a regulated performance or employment abroad
e C2 = Leave of absence for part-time pupils

e E = Suspended or permanently excluded but no alternative provision made
e J1 = Leave of absence for job or education interviews

e | =lllness

o M = Medical or dental appointments

e K = Attending provision arranged by the LA

e R = Religious observance

e B = Off-site education activity

e G = Unauthorised holiday

e O = Unauthorised absence

e U = Arrived after registration closed

e N = Reason not yet provided

e X = Not required to be in school

e T =Traveller absence

e Q = Absent due to a lack of access arrangements or due to the pupil having to attend a school
that does not qualify for travel arrangements and is more than walking distance from where
they live.

eV = Educational visit or trip

e P = Participating in a supervised sporting activity, with supervision being physically provided by
an appropriately trained and knowledgeable person

e D = Dual registered — at another educational establishment

e W = Attending work experience

e Y1 = Absent due to their regular transport not being available

e Y2 = Absent due to travel disruption



o Y3 = Absent due to part of the school premises being closed

e Y4 = Absent due to the school site being closed

e Y5 = Absent due to being in criminal justice detention

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

e Y7 = Absent due to any other unavoidable cause, the nature of which must be documented by
the school.

e 7 = Pupil not on admission register

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

Where there is more than one afternoon session, and therefore the attendance register is taken more
than once in the same afternoon, the school will use the codes from the last afternoon session as the basis
for its statistical attendance data.

Pupils who are absent from school but are receiving remote education for any reason will be marked as
absent in the register.

All amendments made to the attendance register will include the original entry, the amended entry, the
reason for the amendment, the date of amendment and the name and role of the person who made the
amendment.

Every entry received into the attendance register will be preserved for three years.

10 Exceptional Absence Requests

It is a legal requirement for parents/carers to obtain the permission of the Headteacher before removing
their child from school to take any leave in term time. Parents do not have an automatic right to take
their children out of school for leave during term time and may be issued with a Penalty Notice (£160
per parent per child) if they do so without prior arrangement with the Headteacher.

Parents/carers wishing to apply for exceptional absence should complete the form: Exceptional Absence
Requests. These can be obtained from the school office, the website or in the Appendices of this policy.

All requests for exceptional absence will be handled by the headteacher — please note that legislation
only allows the headteacher to authorise such leave in exceptional circumstances. Therefore, the
decision to grant or refuse the request will be at the sole discretion of the headteacher, taking the best
interests of the pupil and the impact on the pupil’s education into account. The headteacher’s decision is
not subject to appeal.

Requests for leave will not be granted in the following circumstances:

* family holidays, unless the circumstances are exceptional

* if insufficient evidence provided in the request

* if evidence submitted as part of the request did not justify exceptional leave

* if the pupil’s attendance rate is already below the school attendance target (97%)

* if the absence would reduce pupil’s attendance rate to below school attendance target (97%)
* if pupil’s attendance record shows previous, in year, unauthorised absence

* if the pupil’s patterns of absence are already a cause for concern

* if the absence would be detrimental to the pupil’s progress



* if the absence falls during assessments/external tests
Please note that this is not an exceptional list.

If exceptional term-time leave is not granted, taking a pupil out of school will be recorded as an
unauthorised absence and may result in sanctions, such as a fixed penalty notice. The school cannot
grant leaves of absence retrospectively; therefore, any absences that were not approved by the school
in advance will be marked as unauthorised.

Healthcare appointments

Parents will be expected to make medical or dental appointments outside of school hours wherever
possible. Where this is not possible, parents will be expected to obtain approval for their child’s absence
to attend such appointments by completing an exceptional absence form as far in advance as is
practicable. Parents will be responsible for ensuring their child misses only the amount of time necessary
to attend the appointment.



Performances and activities, including paid work

The school will ensure that all pupils engaging in performances or activities, whether they receive
payment or not, which require them to be absent from school, understand that they will be required to
obtain a licence from the LA which authorises the school’s absence(s).

Additional arrangements will be made by the school for pupils engaging in performances or activities
that require them to be absent from school to ensure they do not fall behind in their education. These
arrangements will be approved by the LA who will ensure that the arrangements are suitable for the

pupil.

The pupil will receive education that, when taken together over the term of the licence, amounts to a
minimum of three hours per day that the pupil would be required to attend a school maintained by the
LA issuing the licence. This requirement will be met by ensuring a pupil receives an education:

*  For not less than six hours a week; and

* During each complete period of four weeks (or if there is a period of less than four weeks, then
during that period), for periods of time not less than three hours a day; and

* On days where the pupil would be required to attend school if they were attending a school
maintained by the LA; and

*  For not more than five hours on any such day.

Where a licence has been granted by the LA and it specifies dates of absence, no further authorisation
will be needed from the school. Where an application does not specify dates, and it has been approved
by the LA, it is at the discretion of the headteacher to authorise the leave of absence for each day. The
headteacher will not authorise any absences which would mean that a pupil’s attendance would fall
below 97 percent. Where a licence has not been obtained, the headteacher cannot authorise any
absence for a performance or activity.

Religious observance
Parents will be expected to request absence for religious observance at least four weeks in advance.

The school will only accept requests from parents for absence on grounds of religious observance for
days that are exclusively set apart for religious observance by the relevant religious body. The school
will define this as a day where the pupil’s parents would be expected by an established religious body
to stay away from their employment to mark the occasion.

The school may seek advice from the religious body in question where there is doubt over the request.
Gypsy, Roma and Traveller absence

Where a pupil’s parent belongs to a community covered by this code and is travelling for occupational
purposes, the parent will be expected to request a leave of absence for their child at least four weeks
in advance. Absences will not be granted for pupils from these communities under this code for reasons
other than travel for occupational purposes.

11. Special Educational Needs and Health-Related Absences

The school recognises that pupils with SEND and /or health conditions, including mental health issues, may
face greater barriers to attendance than their peers, and will incorporate robust procedures to support
pupils who find attending school difficult.



In line with the SEND Policy and Supporting Pupils with Medical Conditions Policy, the school will ensure
that reasonable adjustments are made for disabled pupils to reduce barriers to attendance, in line with
any EHC plans or IHPs that have been implemented. The school will secure additional support from
external partners to help bolster attendance where appropriate. Parents of children who are struggling
to attend school as a result of SEND are encouraged to seek advice and support from the school’s
SENDCO: Miss Amy Wain.

Where the school has concerns that a pupil’s non-attendance may be related to mental health issues,
parents may be contacted to discuss the issue and whether there are any contributory factors to their
child’s lack of attendance. Parents of children who are struggling with their mental health are encouraged
to seek advice and support from the school’s Mental Health Lead: Miss Wain.

Where staff have a mental health concern about a pupil that is also a safeguarding concern, they will
inform the DSL and the Child Protection and Safeguarding Policy will be followed.

If a pupil is unable to attend school for long periods of time due to their health, the school will make
contact with the LA and Health Related Education Team (HRET) and will:

* inform the LA if a pupil is likely to be away from the school for more than 15 school days;

* provide the LA with information about the pupil’s needs, capabilities and programme of work;
* help the pupil reintegrate at school when they return;

*  make sure the pupil is kept informed about school events and clubs; and

* encourage the pupil to stay in contact with other pupils during their absence.

The school may incorporate an action plan to help any pupils with SEND and /or health issues cope with
the stress and anxiety that attending school may cause them. Such plans will be regularly monitored and
reviewed until the pupil is attending school as normal and there has been signs of significant improvement.

To support the attendance of pupils with SEND and/or health issues, the school will consider:

* holding regular meetings to evaluate any implemented reasonable adjustments;

* incorporating a pastoral support plan;

* carrying out strengths and difficulties questionnaire;

* identifying pupils’ unmet needs;

* using an internal or external specialist;

* enabling a pupil to have a reduced timetable;

* ensuring a pupil can have somewhere quiet to spend lunch and breaktimes;

* implementing a system whereby pupils can request to leave a classroom if they feel they need
time out;

* temporary late starts or early finishes;

* phased returns to school where there has been a long absence;

* small group work or on-to-one lessons; and

* tailored support to meet their individual needs.

12. Leave during Lunchtimes

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



Parents wishing to do so should submit a written request, outlining the reasons for their child to leave the
premises during lunch time — this request will be submitted to the headteacher. The headteacher will
consider the request and may invite the parent into the school for a discussion regarding any concerns,
as well as the timely return of their child at the end of lunch time and their child’s behaviour when not on
the school premises. The headteacher reserves the right to grant or refuse a request.

Parents will be required to meet their child at the school office when taking them off the premises.

The headteacher reserves the right to withdraw their permission at any time — this may occur, for
example, where there are attendance concerns. Any decision to withdraw permission will be in writing,
explaining the reasons for the headteacher’s decision. If permission is withdrawn, parents will not be
entitled to appeal the decision. Parents will be able to withdraw their request at any time — the request
will be submitted in writing to the headteacher.

13. Truancy

Truancy will be considered as any absence of part, or all, of one or more days from school, during which
the school has not been notified of the cause behind such absence.

All staff will be actively engaged in supporting the regular attendance of pupils, and understand the
importance of continuity in each pupil’s learning.

All pupils are expected to be in their classes by 8:45am and 1pm where the teacher will record the
attendance electronically.

Immediate action will be taken when there are any concerns that a pupil might be truanting. If truancy
is suspected, the headteacher is notified, and they will contact the parent to assess the reasons behind
the pupil not attending school.

The following procedures will be taken in the event of a truancy:

e In the first instance, a letter of warning will be sent to the parents of the pupil, informing them of
the truancy and stating that any future occurrences could result in further action being taken.

o If any further truancy occurs, then the school will consider issuing a penalty notice.

e A penalty notice will be issued in line with the Penalty notices and legal intervention section of
this policy where there is overt truancy, inappropriate parentally-condoned absence, excessive
holidays in term-time and persistent late arrival at school.

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

14. Missing Children

Pupils will not be permitted to leave the school premises during the school day unless they have permission
from the school. The following procedures will be taken in the event of a pupil going missing whilst at
school:

1. The member of staff who has noticed the missing pupil will inform the headteacher immediately.

2. The office staff will also be informed as they will act as a point of contact for receiving
information regarding the search.


file:///C:/Users/benever/Downloads/Primary_Attendance%20and%20Absence%20Policy_20240822%20(1).docx%23_New%5d_Legal_intervention
file:///C:/Users/benever/Downloads/Primary_Attendance%20and%20Absence%20Policy_20240822%20(1).docx%23_New%5d_Legal_intervention

3. A member of staff will stay with the rest of the class, and all other available members of staff
will conduct a thorough search of the school premises as directed by the headteacher.

4. The following areas will be systematically searched:
a. All classrooms and other internal rooms
b. All toilets
C. The school grounds

5. Available staff will begin a search of the area immediately outside of the school premises, and
will take a mobile phone with them so they can be contacted.

6. If the pupil has not been found after 10 minutes, then the parents of the pupil will be notified.
7. The school will attempt to contact parents using the emergency contact numbers provided.

If the parents have had no contact from the pupil, and the emergency contacts list has been
exhausted, the police will be contacted.

9. The missing pupil’s teacher will complete a written log, describing all circumstances leading up
to the pupil going missing.

10. If the missing pupil has an allocated social worker, is a looked-after child, or has any SEND, then
the appropriate personnel will be informed.

11. When the pupil has been located, members of staff will care for and talk to the pupil to ensure
they are safe and well.

12. Parents and any other agencies will be informed immediately when the pupil has been located.

The headteacher will take the appropriate action to ensure that pupils understand they must not leave
the premises, and sanctions will be issued if deemed necessary. Appropriate disciplinary procedures will
be followed in accordance with the Behaviour Policy.

The headteacher will carry out a full investigation and will draw a conclusion as to how the incident
occurred. A written report will be produced where necessary, and policies and procedures will be
reviewed in accordance with the outcome.

15. Attendance Support: ATTEND Framework

To ensure the school has effective procedures for managing absence, the Attendance Officer, supported
by the Inclusion and Safeguarding Team, and the SLT, will:

* establish a range of evidence-based interventions to address barriers to attendance;

* monitor the implementation and quality of escalation procedures and seek robust evidence of
the escalation procedures that work;

* attend or lead attendance reviews in line with escalation procedures;

* manage robust escalation procedures as set out in the school’s ‘Managing Attendance
Framework’.

The school will use attendance data, in line with the ‘Monitoring and Analysing Absence’ section of this
policy, to develop specific strategies to improve attendance where patterns of absence are emerging.
These strategies will be developed on a case-by-case basis, and will consider the particular needs of
the pupils whom the intervention is designed to target.

Working with parents using the ATTEND Framework

The school will work to cultivate strong, respectful relationships with parents and families to ensure their
trust and engagement. Open and honest communication will be maintained with pupils and their families



about the expectations of school life, attendance and performance so that they understand what to
expect and what is expected of them. The school will liaise with other agencies working with pupils and
their families to support attendance, e.g. social services.

The school will ensure that there are two sets of emergency contact details for each pupil wherever
possible to ensure the school has additional options for getting in touch with adults responsible for a
pupil where the pupil is absent without notification or authorisation.

The school will ensure that parents are aware of their legal duty to ensure that their child attends school
regularly and to facilitate their child’s legal right to a full-time education — parents will be made aware
that this means their child must attend school every day that it is open, save for in certain circumstances,
e.g. sickness or absences that have been authorised by the headteacher in advance.

The school will regularly inform parents about their child’s levels of attendance, absence and punctuality,
and will ensure that parents are aware of the benefits that regular attendance at school can have for
their child educationally, socially and developmentally.

If a pattern of absence becomes problematic, staff will work collaboratively with the pupil and their
parents to improve attendance by addressing the specific barriers that prevent the pupil from being
able to attend school regularly. The school will take into consideration the sensitivity of some of the
reasons for pupil absence and will approach families to offer support rather than immediately reach for
punitive approaches.

To do this, the school use the ‘ATTEND Framework’ as below:

* Step 1: Information gathering using specific ATTEND forms for parents/carers, pupils and
professionals. Using these to meet with parents/carers (and pupils where appropriate) to
discuss the forms and possible reasons for low attendance.

* Step 2: Creating an agreed action plan using the ATTEND framework guidance to plan
bespoke support strategies to help overcome barriers to attendance

e Step 3: Supporting the family by carrying out the identified strategies and signposting
relevant agencies. Where these barriers are related to the pupil’s experience in school, staff
will work together to address this. Where the barriers are outside of the school’s control, the
school will liaise with any relevant external agencies or authorities as necessary.

16. Monitoring and Analysing Absence

The Attendance Officer will monitor and analyse attendance data regularly to ensure that intervention
is delivered quickly to address habitual absence at the first signs.

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

* the whole school;

* individual year groups;

* individual pupils;

* demographic groups, e.g. pupils from different ethnic groups or economic backgrounds; *
other groups of pupils, e.g. pupils with SEND, LAC and pupils eligible for FSM; and

*  pupils at risk of PA.

The Attendance Officer will conduct a thorough analysis of the above data on a termly and full-year
basis to identify patterns and trends. This will include identifying, for each group:



*  patterns in uses of certain codes;
* particular days of poor attendance;
* historic trends of attendance and absence; and

*  barriers to attendance.

Monitoring and Analysis procedures are set out with the school’s ‘Managing Attendance Framework’

below.
IDENTIFY: Attendance Monitoring and Analysis
r———————————————————————————l
: DAILY MONITORING: Attendance is monitored daily by 1
1 the Attendance Officer. Absences are followed up from :
: day 1 as per the school Absence Procedures. 1
WEEKLY ANALYSIS (SLT): | WEEK 3 ANALYSIS WEEK 6 ANALYSIS TERMLY ANALYSIS
(. ) T TERMLY ANALYSIS ANNUAL ANALYSIS
Attendance by YG & indi- ! (Attendance Team): (AIS Team): Individu- 5 (Governors): Full
N Wt ) ; (Attendance Officer): ) (Governors): Full
viduals absent/late for 3 Individuals with 3 days als with 3 days (6 3 analysis of all co- i
3 3 2 3 Full analysis of all % analysis of all cohorts
days or more in the previ- (6 sessions) unauthor- sessions) unauthor- F A horts submitted to 3 R
) | : 2 B 3 cohorts including YG, g NG submitted to LGB in
ous week (authorised or ised absence in most ised absence in most LGB via Monitoring
i , 2 PP, SEND. Autumn term.
unauthorised. recent 30 day period recent 30 day period Report.

The Attendance Officer will provide regular reports to the SLT, Attendance Team and the Safeguarding
and Inclusion Team. This enables them to track the attendance of pupils and to implement attendance
procedures. The Attendance Officer will also be responsible for monitoring how attendance data
changes in response to any interventions implemented to increase attendance in future.

The governing board will regularly review attendance data, including examinations of recent and
historic trends, and will support the SLT in setting goals and prioritising areas of focus for attendance
support based on this data.

17. Persistent Absence (PA) and Legal Intervention

In line with government guidance, if a pupil’s attendance drops below 90%, they are classed as a
Persistent Absentee (PA). There are various groups of pupils who may be vulnerable to high absence
and PA, such as children known to social care, LAC, young carers, pupils eligible for FSM, pupils with
EAL or SEND, or those who have faced bullying and/or discrimination.

The school monitors attendance on a weekly basis to identify pupils who are PA. When a pupil’s
attendance drops below 90% within any given monitoring period, the school aims to work with the family
to help identify underlying reasons for absence and work together to improve attendance as detailed
in Section 15.

Legal Proceedings

The school will allow sufficient time for attendance interventions and engagement strategies to improve
pupils’ attendance; however, where engagement strategies to improve attendance have not had the
desired effect, the Attendance Officer will follow the school’s ‘Managing Attendance Framework’.

Where support measures are not effective, the parent will be called to a formal meeting with the
headteacher and member of the Governing Body and a parenting contract will be drawn up.

If formalised support is not effective, then the school will move to enforcement proceedings in line with
the LA’s code of conduct. These could include:



* a fixed penalty notice

* enforcement proceedings

* an application for an educational supervision order

The school will always use attendance prosecution as a last resort.

Where a pupil at risk of PA is also at increased risk of harm, the school will work in conjunction with all
relevant authorities, e.g. social care, to support the pupil in line with the school’s duty of care. The
school will also bear in mind that the continuation of severe PA following intervention may constitute

neglect, and will escalate any concerns in this regard in line with the Child Protection and Safeguarding
Policy.


https://www.nottshelpyourself.org.uk/kb5/nottinghamshire/directory/service.page?id=74cCh5qnBZY
https://www.nottshelpyourself.org.uk/kb5/nottinghamshire/directory/service.page?id=74cCh5qnBZY

Managing Attendance Framework: Commencing 6 March 2023
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18. Training of Staff

The school will recognise that early intervention can prevent poor attendance. As such, staff will receive
training in identifying potentially at-risk pupils as part of their induction and refresher training.

The governing board will ensure that teachers and support staff receive training in line with this policy
as part of their induction. Following this initial training, staff will receive regular and ongoing training as
part of their development.

Training will cover at least the following:

* the importance of good attendance;

* that absence is almost invariably a result of wider circumstances;

* the legal requirements on schools, e.g. the keeping of registers;

* the school’s strategies and procedures for monitoring and improving attendance; and

the school’s procedures for multi-agency working to provide intensive support for pupils who
need it.

The governing board will provide dedicated and enhanced attendance training to the attendance
officer and other staff with specific attendance functions in their role — this will include training

regarding interpreting and analysing attendance data and supporting pupils to overcome barriers to
attendance.

Staff will receive training to ensure they understand that increased absence from school could indicate
a safeguarding concern, and know how such concerns should be managed.

19. Monitoring and Review

Attendance and punctuality will be monitored throughout the year. The school’s attendance target is
97% — full details of the school’s absence levels can be found on the school website.

This policy will be reviewed annually by the headteacher. The next scheduled review date for this policy
is May 2027

Any changes made to this policy will be communicated to all relevant stakeholders.

20. Appendices

Exceptional Leave of Absence Form
Persistent Absence Letters

Penalty Notice Letters

Enforcement Action Letters

Punctuality Letter



APPLICATION FOR * EE

EXCEPTIONAL ABSENCE s s

& NOMSICHAW
MULTI ACADEMY TRUST

It is a legal requirement for parents/carers to obtain the permission of the Headteacher before removing their child
from school to take any leave in term time. Parents do not have an automatic right to take their children out of
school for leave during term time and may be issued with a Penalty Notice (£120 per parent per child) if they do so
without prior arrangement with the Headteacher. The legislation only allows the Headteacher to authorise such
leave in exceptional circumstances. To apply for a child to be granted leave from school, parents should complete
this form and return it to school for consideration well in advance of the proposed leave and before committing
to any expense. Please ensure that you provide sufficient evidence.

Pupil: DOB: Class: Name of parent/carer making Relationship to pupil:
application:
Dates/times of absence: Total number of days to be missed:
| request that my child be granted exceptional absence leave from school due to: Evidence Required
Immediate family member’'s bereavement, serious iliness or funeral - please Letter
specify:
Wedding/Civil Ceremony of immediate family member - please specify: Wedding invitation/booking
Religious observance - please specify: Evidence that the day bs exclusivedy
set apart for religious observance by
the refigious body to which the
family belong
Service personnel about to go on deployment - please specify: Letter from Cormmanding
Officer
To participate as a competitor at a performance [ sporting event / competition - Evidence from organising body
please specify: Canfirmation of performance
licence fraem LA.
Examinations - please specify: Evidence from organising body
Haospital appointments for half a day or longer - please specify: Appointment letter
NME. Bl live apgaintmen s shoold Be mode oot sohaol Aows
Dentistry appointments for half a day or longer - please specify: Appointment letter
ME. BN e OpSeind mien B shoold Be mode satiiae schaed hows
Holiday - please specify: Booking confirmation
ME. Hodday requests mill Aaf B GuMMOised, oriiiss a0y Sxlroovaiary CHCumMsTances. If oo Oe STatNg wavk
e S 0% an Sx0 ol | resow for reguesting eowe, pleace oot poor SmEdid S0t o ik aad peondae
EWIEATE wihic it Shows wiyy N coanar b ks in Rens Time.
Other - please state:

I/We understand that the school is not obliged to authorise this request.

Signature of Parent/Carer:
Percentage attendance: Date received by office: Number of exceptional requests made
(Cffice use only) during this academic year:
{Office use only)
Reason if not authorised:
Authorised * insufficient evidence provided
* evidence did not justify exceptional leave
Mot Authorised * pupil’s attendance rate is already below target (97%)
* the absence would reduce pupil’s attendance rate to below target (97%)
Headteacher's Signature: * pupil's attendance record shows previous, in year, unauthorised absence
* patterns of absence are a cause for concern
* the absence would be detrimental to the pupil's progress
* the absence falls during assessments/external tests
* other




St Mary Magdalene CE
Primary School
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Date: Letter Ala

*Parents Mame and Address®
DEl.'Ir EERAEE S

Re: Attendance Concerns

At 5t Mary's, we are committed to ensuring that pupils are enabiled ta achieve well through

{oshua

paod attendance. This is becauss evidence shows that children who are often absent from
pchaal are more lkely than others to enderperform and to beave schaal with Fewer
gualifications. Current government guidelines require school sttendance of above S0, Our
miast recant attendance monitoring shows that your child's attendance has Fallen below 90%.
| enclose a copy of your child's attendance record for information.

&% a school, we recognise that there can be a range of reasaons for absence. 'We shauld like
to work with you to explore the specific reasons that relate to your child and ta put support

in placs so that thair attendance at school can imprave,

A such, | would like ta invite you to a meeting with your child’s class teacher and @ member
of the Attendance, Inclusion and Safeguarding Team on:

Chate: Time: __

The aim af this is o discuss any difficulties that your child or Family maybe sxperiencing and
to work tagether to Mentify support strategies @ help.

| enclose the ATTEMD Form for parents. Pleass find time prior to the meeting to consider

and complete this and bring it with you ta the meeting. Bath staff and wour child will complete
their own wersions t enable us o develop a full picture of any Barriers which may be

preventing good attendance at schaal.

| am duty Eound ta infarm you that, if your child's sttendance dass nat imprasa sufficently,

or you da not engage with the support providedsignposted, then this case will progress
alang the school's Managing Attendance Framewark. The autcomes could include:

=  Attendance Panel Hearing

=  Parenting Contract

=  Education Supervision Order

=  Fined Penalty Notice

= Attendance enforcement through Legal Proceedings
Please confirm attendance at the mesting via the school office. We look forward ta
working with you to imprave yaur child”s educational aooess.

Yaurs sincerely,
5 %a.rﬁapﬂ-

Iirs & Pearson
Headtescher
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Date: Letter Alb

Daar,

Re: Attendance Meeting Qutcome

Thank you for sttending the recent mesting in relation to improving
gttendance. During the session, support strategies were agreed and documented on
an action plan. Please find this enclosed. | hope that you found the mesting helpful
and supportive.

{oshiua 19).

Your child's current attendance is %. 1| enclose a copy of your child's school
attendance record for information.

vour child's attendance has been and will continue to be monitored closely for 30
school days. This pericd of monitoring ends on:##sss, During this pericd, it is
expected that your child's sttendance will improve and that there will be no
unzutharised absences.

I am duty bouwnd to inform youw that, if you child's attendance does not improve
sufficiently, or do you do engage with the support provided/signposted, then this
case will progress along the school's Managing attendance Framework [details of
this can be found in the attendance Policy]. The cutcomes could include:

®  Attendance Panel Hearing
Parenting Contract
Education supervision Crder
Fixed Penalty Motice
attendance enforcement through Legal Proceedings

I am confident that the outcomes of our joint work will b2 positive and result in much
improved school attendance moving foreard.

If you have any questions or concerns, please do not hesitate to contact your child’s
claszs teacher.

Best Wishes,

5 Pmrfrﬁpa

rArs 5 Pearson
Headteacher
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St Mary Magdalene CE
Primary School
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office@stmarys.snmat.org.uk

Duake: Letter A2b

*Parents Mame and Address®

Diear Parents Carers of NRAME

Be: Attendance Support Monitoring

Thank you for your engagement with the recent support and manitaring arrangements
arpund your child’s attendance. During the 30-day monitoring period, your child's
attendancs was X% and there wara X instancas of unavthorised absance.

Your child's current oeerall attendance is: ___ % | enclose a copy of your dchild's school
attendance record for information.

REeoards show improvements in your child's attendance with potential for further progress.
A% a wchaal, we would like ta offer further support. & such, | would like to inyite yau to a
review mesting with pour child’s chass teacher and & member of the Attendance, Inclusion
and LZafeguarding Team on:

| am duty kaund ta infarm youw that, if your child s sttendance doss nat improve sufficiently,
or pau da nat engage with the support providedfsignposted, then this case will progress
alang the school's Managing aAttendance Framewark. The autcames could include:

=  Attendance Panel Hearing
+  Parenting Conmtract
=  [Education Supervisian Order

#  Fixed Penalty Hotice
=  Attendance enforcement through Legal Proceedings

lam confident that the outcomes of aur joint work will continue to be pasitive and result in
further improsvement to your child's schaal attendance maving forward.

If you hawe any questians or concarns, please do not hasitate o contact yaur child's class
teacher.

Kind regards
Iirs & Pearson

Headteacher
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Letter A2c
Crake:

*Parents Mame and Address®

Dear Parents/Carars of NAKE

Be: Attendance Panel Hearing

| we'rite o wau to @xpress my serious concerns over the unsatisfactory attendance of vawur child
at school. &% a school, we have attempted to assist you in improving the level of attendance
hioweaver, during the 3-day cuppart and manitaring period, your child’'s attendance was K%
and there were K instances of unauthorised absance. Your child s current aoverall attendance
is: ___ % | enclose a copy of your child's school attendance recerd for information.

&5 such, you are invited to attend a meeting with myself and & representative of the
Gowerning Body ta diecuss any problems which you fesl may be presenting regular
attendance, The autcame of the meeting & likely to include a farmal parenting contract. This
will et out the sctions you muit take to improve your child’s attendance at schoal. The
meeting will take place an:

Time: ___

| am duty bound ta infarm you that, if your child's attendance does not imprave sufficiently,
or you do not engage with the support provided/signposted, then this case will pragress
alang the school's Managing Sttendance Framewark. The autcames could include:

+  [ducation Suparvisian Order

*  Fixed Penalty Notice

=  Attendance snforcement throwgh Legal Frocesdings
This meeting s being arranged becawse aof the sery serious nature of this matter. It is
expacted, therafore, that vou will attend. IF wou Fail to attend, the Local Authority may take
this as evidence of your unwillingness ta co-operate and could start legal praceedings. | muost
point out ta wou that as s parent yau have g duty to ensure your child receves an apprapriate
Bl tieps education. If you fall in this duty yvou may be guilty of an affence under Sectian
d44{1a) of the Cducation Act 1996 and liable to procecutian.

Yaurs sincerely

5 Fearsone

firs & Pearson

Headtescher
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Letter B1

Date:
Mame and address

Dear
PFENALTY NOTICE WARNING
sedesd (4o b Hhebess)

I note your application to taks out of education for __days to go on holiday.
schools are only allowed to agree a leave of absence during term time in exceptional
Circumstances.

I hawve considered your spplication and do not feel it mests the exceptional
circumstances criteriad and therefore your request has been declined. Should you
dacide to remowe your child from school on the dates indicated in your application
then their absence will be marked in the register as unauthorsed.

An unguthorised leave of absence of 5 days/10 sessions [over 3 10-week rolling
pericd) for the purpose of 3 family holiday can lead to you being issuved with a pensalty
notice fime for up to £160 for 2ach child who is absent. The fines can be isswed to
both parents for each child.

In some crcumstances the local authority may decide a prosecution via Magistrates
court is more suitable, for instance lengthy or repested leave of absence periods.
Thiz would inclede circumstances where a parents/carer has already had two fines
for (mame of child) over a 3-year rolling period.

If you remove from school for the period stated in your application, | may
requast that the local authority issues a penalty notice.

Yours sincershy,

S Pearsone
hrs 5 Pearson
Headteacher




{oshua 19).

, St Mary Magdalene CE
l=‘-'r|n'|.i51r;..nr School

WY '-\.:'I'I.II'-."!'.i:;I.I-:il- TS LA T i [y UL

office@strmaryssnmat.org.uk

Penalty Notice Warning Letter BZa
Date:

*Parents Mame and addresz*

Diagr =** st skess
PEMALTY NOTICE WARMNING

Ty [m *hbrres)

on date we wrote to you to explain that we would not authorise your
child's absence from school for X days for a holiday. we also informed you that this
could lzad to a Penalty Motice being issusd to you.

I am novw writing to advise you that a request has besn made to the Local Authority
to issus 3 Penalty Motice for failing to ensure that your child attends school regularhy.

In some circumstances the Local suthority may decide a prosecution viz Magistrates
Court is more suitakle, for instance lengthy or repeated leave of absence periods.
Thiz would include where a parent/carer has already had two fines for [child"s name)
over a 3-year rolling period.

should you wish to discuss any of the above, please do not hasitate to contact me.

Yours sincersly,

5 Pm

bArs 5 Pearson

Headteacher



C &) Nottinghamshire

%55 7 County Council

PENALTY NOTICE REQUEST SHEET

ME: Flease only type the details when completing this form

Parent / Carer 1's details

Parent [ Carer 2's details

Title Title
Forename Forename
Surname Surname
DoOB Linknowwm OOB Lnknoswm
Full Full
address address
Postcode Postocode
Telephone Telephone
numbers numbers
Email Email
address address

Child 1's details Childs 2's details

Forename Forename
Legal Legal
sUrname suUrname
Chosen Chozen
sUrname sUrname
DoB ooB

Year group Year group
Full Full
address address
Postcode Postocode

Please select only ONE of the options below

Option 1: Complete below for a penalty notice
for a Leave of Abgence (LOA) in Term Time

Option 2: Complete below for a penalty notice for
Unauthorizsed Absences (General attendance)

school vear fo date

for the =chool year fo date

: Phone call Owverall Attendance %
Did parent’carer
request aleave of | TextDojo message Attendance this academic | Ajihorised o,
absence: (please EE}":“ — - year %
only tick (+7) one box req £3 -
ikt Mo LOA request Unauthonsed “
Have you done the following Have you done the following
1. Sent 19 letter waming of possible penalty
1. Sent a lefier im response to the above Yes notice due to the number of unauthonsed
i esfNo
2. Sent a leffer advising that a penalty 2. Sent 2™ letier advising that a penalty
nofice request has been made to the Yes notice request has been made to the es f Mo
Local Authority Local Authority
3. Included an attendance cerificate (with 3. Included an attendance certificate (with
the absence coded as G) for the Yes the absences coded as unauthorized) Yes /Mo

Submit this request as soon as possible
following the child's return to school

required & week monitoring period

Ensure you have given the warning at the start of the




Please submit all your paperwork as one combined bundle which haz editing enabled if zent as a PDF.
Enzure full detailz are provided.

If either of the above is not done, the paperwork will be retumed to you.

The supporing information I'El:'.llﬂdﬁﬁl_]llﬂimms ufilleﬂfn LOA requestiemail or details of phone t:-ﬂl'm&mage
attendance record for the cument academic and of emailz and recei

Details of the person completing this form

Name Bev Enever Telephone | 01623 464246
number
Job SBM Email office@stmarys.snmat.org.uk
title address

School | 5t Mary Magdalene Date PN
requested

Any other relevant information (e.g. details of phone calls/text messages)

For NCC EEDQ Officers use ONLY

PN Type Leave of Unauthorised Unauthorised :
absence absence lateness Exclusion
MNo. of UA
SESRI0NS school name
PN date period From: To:
Date of
Letter from ottor

Number of

Date excluded days excluded

Date =een in public

Seen in public by
who and where

Checked by EED Yes/No | Initials

Mo=aic -

Capita - |:|

Experian -




St Mary Magdalene CE
Primary School
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office@stmarys.snmat.org.uk

Date: Letter 3a
*Parents Mame and Addrezs*
Dear Parents/Carers of NAME

Following a pericd of support to improve your child's attendance, | am writing to you
to inform youw that this has been unsuccessful. Your child’s current attendance is:
%, This includes 15% unauthorized sbsence within a 30-day period (4.5 days/o
sessions). | enclose a copy of your child's school attendance record fior information.

You have previoushy been mads aware of the unauthorized ghsences and we have
communicated with you regarding your child’s attendzncs including:

recent contact attempts in relation to the unauthorised absences;
notifying you of the possible consequences (legal action) i your child’s
attendance does not improwve;

*  attempting to ascertain the reasons for the unauthorised absence; and

#* offering support to address the vnauthorised absence which you hawve failed
to engage with.

Plezze see details on the following dates:

Date Method of Communiation Brief Context/Outcome

Your child’s persistent abssnce is of increasing concarn for the following reasons:

* Impact of absence
+* Impact of absence
* Impact of absence

It is your legal responsibility to ensure that your child attends school regularly. You
are not currently fulfilling this duty. As a result, | am writing you inform you that we
are now requesting Education Enforcement Action from the Local Authority. Please
feel free to contact me if you wish to discuss this further.

Yours Sincerely

5 Fearson

Brs 5 Pearson|
Headteacher



St Mary Magdalene CE
Primary School
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office@stmarys.snmat.org.uk Letter 3b

Date:
*Parents Mame and Addresz*

Dear Parents/Carers of NAME

Following a pericd of support to improve your child's attendancs, | am writing to you
to inform you that this has been unsuccessful. Your child®s current attendance is:
%, This includes 15% wnauthorised sbsence within a 30-day period [4.5 days/o
sessions). | enclose a copy of your child"s school attendance record for information.

You have previously been mads aware of the unauthorszed absences and we have
communicated with you regarding your child’s attendancs including:

* recent contact attempts in relation to the wnauvthorized absences;

= notifying you of the possible consequences (legal action) i your child’s
attendance does not improwve;

*  Jttempting to ascertain the reasons for the unauthorised absence; and

# offering support to addrass the unauthorized absence which you have failed
to engage with.

Plzzze see details on the following dates:

Date method of Communication Brief Context,/Outcome

vour child’s persistent absence is of increasing concern for the following reasons:

* Impact of absence
* Impact of absence
+* Impact of absence

It is your legal responsibility to ensure that your child attends school regularly. You
ars not currenthy fulfilling this duty. A= a result, | am writing you inform you that we
gre now reguesting Education Supervision Order from the Local Authority. Please
feel free to contact me i you wish to disouss this further.

Yours sincerely

5 Pm

Mrs 5 Pearson|
Hezadteacher




St Mary Magdalene CE
Primary School
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Date:
Referral to Social Services Letter

*Parents Mame and Address*

Dear Parents/Carers of NAME

Following a peried of support to improve your child’'s attendance, | am writing to you
to inform you that this has been unsuccessful. Your child's current attendance is:
%, This includes 15% wnauthorised absence within @ 30-day period (4.5 days/@
sessions]. | enclose a copy of your child®s school attendance record for information.

You have previously been mads aware of the unauthorzed ghsznces and we have
communicated with you regarding your child’s attendance incleding:

®  recent contact attempts in relation to the unawthorized absences;

® notifying you of the possible consequences [legal action) if your child’s
attendance does not improwve;
attempting to ascertain the reasons for the unauthorised absence; and
offering support to address the unauthorz=d absence which you hawe failed
to engege with.

Fleaze see details on the following dates:

Date method of Communication Brief Context/Outcome

Your child’s persistent absence is of increasing concern for the following reasons:

# Impact of absence
# Impact of absence
# Impact of absence

It is your legal responsibility to ensure that your child attends school regularly. You
gre not currenthy fulfilling this duty. As a result, | am writing you inform you that we
are now making 3 referral to Children's Social Care for an assessment of need under
the category of Meglect. Flease fiesl free to contact me if you wish o discuss this
further.

Yours Sincerely

Mrs 5 Pearson|
Headteacher
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Date:
Punctuality Concern Letter

*Parents Mame and address*

our Sod swath us

{Joshua 19).

Dear LR R L LR L

Re: Punctuali

The zchool attendance register shows that your child has amrived late to school
(petween 3:00 — 9:15) on ¥ occasions during the last 30 days.

school starts at 8:45am every day. Children who arrive late are greatly disadvantzged
baczuse they miss starting the day with their peers and the beginning of lessons. This
mieans that they are often unsettled and confused about tasks. Their teacher will not
glways be gble to re-sxplain work. it iz also wery important that children establish
gocd routines and habits in preparation for the rest of their lives. Punctezlity is & life
skill that children need to develop whilst they are young.

It is essential that you ensure that your child arrives at school on time to prevent
disruption to your child’s own leaming and that of others. We understand that there
may Be rare oocasions when you are ungvoidably lzte dus to wnforessen
circumstances. On these oocasions please make sure that you contact the school
office to inform us of whan youw will arrive.

We are required to monitor children’s punctuality and attendance. Latensss after
the class register closes [2:15am) is classified as an wnauthorized absence: this is
contrary to the Education Act 1938, High levels of unauthorised zbsences or poor
punctuality will result in progression through the school’s ‘Managing attendance
Framework'; 3 copy of this can be found in the Attendance Policy.

Plezse keep in mind that Breakfast Club is available to children from 7.30am. i you

are experencing difficulties with punctuality and would like to talk to ws sbout it,
plezse make an appointment to do 0.

Yours sincerely,

5 Pm

Mirs 5 Pearson
Headteacher




