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Introduction:

This is a successful school and your child plays their part in making it so. We aim for an environment
which enables and encourages all members of the community to reach out for excellence. For our
children to gain the greatest benefit from their education it is vital that they attend regularly and
vour child should be at school, on time, every day the school is open unless the reason for the
absence is unavoidable.

It is very important therefore that you make sure that your child attends regularly and this Policy
sets out how together we will achieve this.

Why Regular Attendance is so important:

Learning: - Any absence affects the pattern of a child’s schooling and regular absence will seriously
affect their learning. Any pupil’s absence disrupts teaching routines so may affect the learning of
others in the same class.

Ensuring your child’s regular attendance at school is your legal responsibility and permitting
absence from school without a good reason creates an offence in law and may result in
prosecution.

Safeguarding: - Your child may be at risk of harm if they do not attend school regularly.
Safeguarding the interests of each child is everyane’s responsibility and within the context of this
school, we will adhere to ‘“Working together to Safeguard Children’ (July 2018) Keeping Children
Safe in Education (September 2020) and School’s Safeguarding and Child Protection Policy:

o Protecting children from maltreatment.

o Preventing impairment of children’s health or development.

o Ensuring that children are growing up in circumstances consistent with the provision of safe

and effective care.
o Taking action to enable all children have the best life chances.
o Detecting early support through Early Help Assessment.

Failing to attend this school on a regular basis will be considered as a safeguarding matter.
Promoting Regular Attendance:

Helping to create a pattern of regular attendance is everybody’s responsibility - parents, pupils and
all members of school staff.

To help us all to focus on this we wili:
o Give you details on attendance in our regular Newsletter;
o Report to you at least half-termly on how your child is performing in school, what their
attendance and punctuality rate is and how this relates to their attainments;
o Celebrate good attendance by displaying individual and class achievements;
o Reward good or improving attendance through class competitions, certificates and
outings/events.




Red Hall Attendance Policy

The Law relating to Attendance

Section 7 of the Education Act 1996 states that ‘the parent of every child of compulsory
school age shall cause him / her to receive efficient full time education suitable:-

(a) to age, ability and aptitude and

(b) to any special educational needs he/ she may have
Either by regular attendance at school or otherwise’

The Law relating to Safeguarding

Section 175 of the Education Act 2002 places a duty on local authorities and Governing
Bodies to have regard to guidance issued by the Secretary of State with regard to
safeguarding and promoting the welfare of children and students under the age of 18.

Understanding types of absence:

Every half-day absence from school has to be classified by the school (not by the parents), as either
AUTHORISED or UNAUTHORISED. This is why information about the cause of any absence is always
required, preferably in writing.

Authorised absences are mornings or afternoons away from school for a good reason such as
genuine illness, medical/dental appointments which unavoidably fall in school time, emergencies or
other unavoidable cause,

Unauthorised absences are those which the school does not consider reasonable and for which no
“leave" has been given. This type of absence can lead to the Local Authority using sanctions and/or
legal proceedings. This includes:

Parents/carers keeping children off school unnecessarily '
Truancy before or during the school day

Absences which have never been properly explained

Children who arrive at school too late to get a mark

Shopping, looking after other children or birthdays
Unauthorised leave of absence/holiday or day trips in term time.

c O 0 0O O 0

Whilst any child may be off school because they are ili, sometimes they can be reluctant to attend
school. Any problems with regular attendance are best sorted out between the school, the parents
and the child. If your child is reluctant to attend, it is never better to cover up their ahsence or to
give in to pressure to excuse them from attending. This gives the impression that attendance does
not matter and usually make things worse.

Any student in Red Hall Primary School identified ; as havmg been-absent for ten or more days |n a
schoo! year will have all further absence unauthorised on school’s register.

However, should parent({s) provide evidence from a medical practitioner advising that the period of
absence was necessary, the absence for the evidenced period will be authorised.

Penalty Notices

From 1st September 2017 there are new rules for unauthorised absence in term time, In Dudley, the
Education Investigation Service will instigate statutory intervention on behalf of the Local Authority,
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when notified that a pupil has a relevant level of unauthorised absence. This can result in a Penaity
Notice being issued to a child’s parents or carers. A Penalty Notice will be issued to each parent.
Section 576 of the Education Act 1996 defines a parent as:

o All natural parents, whether married or not

o Any person, who, although they are not a natural parent, has parental responsibility {as
defined in the Children Act 1989) for a child or young person

o Any person, who, although not a natural parent, has care of a child or young person- having
care of a child or young person means a person with whom the child lives and who looks after
the child

A Penalty Notice might be issued when unauthorised absence results in a child having 12 sessions of
unauthorlsed absenceina six-week perlod (or less). A session is a morning or afternoon, so 10 sessions
is the equivalent of a week off school. A Penalty Notice is £60, if paid within 21 days of receipt, rising
to £120, if paid after 21 days but within 28 days of receipt.

Parents and carers can be issued with Penalty Notices if a pupil, who has been excluded, contravenes
the details set out in in the Exclusion Letter as to their whereabouts during the first 6 days of exclusion.

Persistent Absenteeism {PA):

A pupil becomes a ‘persistent absentee’ when they miss 10% or more schooling across the school
year for whatever reason. Absence at this level is doing considerable damage to any child’s
educational prospects and we need parents’ fullest support and co-operation to tackle this.

We monitor all absence thoroughly. Any case that is seen to have reached the PA mark or is at risk
of moving towards that mark is given priority and you will be informed of this immediately.

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

Absence Procedures:

If your child is absent you must:
« Contact us as soon as possible on the first day of absence;
o Send a note in on the first day they return with an explanation of the absence — you must
do this even if you have already telephoned us;
o Or, you can call into school and report to reception, who will arrange for a member of staff
to speak with you.

If your child is absent we will:
o Telephone you on the first day of absence if we have not heard from you;
o Invite you in to discuss the situation with our Attendance Support Officer and/or a member
of the senior management team if absences persist;
o Refer the matter to our Attendance Support Officer and/or the Local Authority if
attendance does not improve and if the absence meéts'the. criteria for referral

Telephone numbers:
There are times when we need 1o contact parents about lots of things, including absence. We need

to have your contact numbers at all times. So help us to help you and your child by making sure we
always have an up to date number — if we don’t then semething important may be missed. You
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have a duty to notify school as soon as possible of any changes to contact details.

The School Attendance Officer:

Parents are expected to contact school at an early stage and to work with the staff in resolving any
problems together. This is nearly always successful. If difficulties cannot be resolved this way, the
school may discuss matters with our appointed Attendance Support Officer. He/she will discuss
matters and try to resolve the situation by agreement. However, if your child’s attendance does not
improve and unauthorised absences persist school may refer the case to Dudley Council, Education
Investigation Service (EIS). They are a statutory service who issue sanctions such as Penalty Notices
or refer the case for prosecution in the Magistrates Court, based on the evidence provided by the
school.

Parents can contact the EIS themselves to ask for gu1dance on their procedures. Their telephone
number is 01384 814317,

Monitoring and Evaluating Attendance

Step 1 completed by Red Hall Primary:
When a child has been absent for 5 days or 10 sessions (over a 6 week period) you will receive a
warning letter from the school

Step 2 completed by Red Hail Primary

When a child has a further 5 days’ absence throughout any period in the school year, you will
receive a second warning letter from the school informing you that no further absence will be
authorised W|thout medical evidence to $upport your view that your child was not well enough to
attend school.

Step 3 completed by Education Investigation Services
If attendance does not improve, you will be referred to the Education Investigation Service.

The Governors receive a termly report on attendance in the Headteacher’s report to Full
Governors. The Headteacher and Governing Body of each school have a responsibility to inform the
EIS if parents choose to home-school their children or if there is a concern that a child is missing in
education.

Lateness:

Poor punctuality is not acceptable. If your child misses the start of the day they can miss work and
do not spend time with their class teacher getting vital information and news for the day. Late
arriving pupils also disrupt lessons. This can be embarrassing for the child and can encourage
absence.

How we manage lateness:

The school day starts at 9.00am and we expect your child to be in class at that time.

Registers will be marked at that time and your child will receive a ‘L’ late mark if they are not
present in the class.
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The register will be closed 20 minutes after schoo!’s start time (9.20am). In accordance with the
Regulations, if your child arrives after that time they will receive a ‘U’ mark that shows them to be
on site, but this will not count as a present mark and it will mean they have an unauthorised
absence.

If your child has a persistent late record you will be asked to meet with a member of school staff
and/or Attendance Support Officer to resolve the problem, but you can approach us at any time if
vou are having problems getting your child to schoel on time.

If your child is late more than six tlmes in a school year, the prlwlege of having the Iate arrlval
marked as authorlsed’ (L.code) will be withdrawn and all subsequent late arrivals in the school year
will be marked as unauthorised (U code). If unauthorised lateness persists it could result in a
referral to the Local Authority for consideration of a Penalty Notice or enforcement proceedings
against you;

Late Collection of Children

If parents / carers are late cdllecting their children, we will place the childrenin the school’s after-
school-care on the KS1 site to wait to be collected from there. There may be a charge made to
cover the cost ofthe unplanned childcare. If late collection becomes frequent we will contact
parents to offer support to'the famlly, which may include a referral for Early. Help.

Holidays in Term Time/Leave of Absence:

Taking holidays in term time will affect your child’s schooling as much as any other absence and we
expect parents to help us by not taking children away in school time.

Remember that any savings you think you may make by taking a holiday in school time are offset by
the cost to your child’s education.

“It is a rule of this school that a leave of absence shall not be granted in term time unless there are
exceptional reasons, irrespective of the child’s overall attendance. Only the Head Teacher (not the
Local Authority) or his/her designate may authorise such a request and all applications for a leave of
absence must be made in writing/on a form provided by the school. Where a parent takes a leave of
absence to which the application was refused or takes a leave of absence where no application was
made to the school, the issue of a penalty fine (upon a return from such leave) by the Local Authority
may be requested. When requesting a fixed penalty fine the school may calculate the period of days
taken within a 12 month period”

There is no automatic entitlement in law to time off in school time to go on holiday and the
Government made an amendment to the Education {Pupil Registration) {England) Regulations 2006
in September 2013 to reflect this.

Leave of absence shall not be granted unless -
(a) an application has been made in advance to the proprietor by a parent with whom the
pupil narmally resides: and
(b) the proprietor, or a person authorised by the proprietor in accordance with paragraph (1),
considers that leave of absence should be granted due to the exceptional circumstances
relating to that application.
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Due to the changes to the Pupil Registration Regulations Red Hall Primary School will only grant
leave where parents can prove exceptional circumstances.

All applications must be made in writing to the Head Teacher at least 5 schoo! days prior to the
requested leave date.

Where the decision is made not to authorise leave in term time, school will inform parent/carers in
writing. A general guide for parents, is leave for any holiday, activity or event that could be
arranged during the annual 13 week holiday time would not be authorised.

On any occasion that school refuses a request for leave in term time, should parent/carers proceed
with the leave it will be recorded as a (G} (family holiday not agreed or in excess of agreement}, on
the school register.

Failure to notify and/or request leave of absence in term time, providing at least 5 day notice will
result in all absence being recorded as (O) (unauthorised absence not covered by any other
description).

If a pupil does not return to school after the leave of absence date, school will investigate the
reasons surrounding the absence, refer to the Local Authority and under Regulation 8, 1 (f) of The

Education (Pupil Registration} (England) Regulations 2006 consider removal from the school register.

Deleting Pupils from the Roll

Schools should always consider the exceptional circumstances of the case. With LA agreement,
schools may delete from the roll a pupil who fails to return within 10 school days of the agreed
return date wil! be referred to the Education Investigation Services {EIS} they will then forward this
to the Children Missing in Education {CME team) school will only delete pupils from role when
authorised to do so by the EIS or the CME team.

School targets, projects and special initiatives:

The school has targets to improve attendance and your child has an important part to play in
meeting these targets.

Targets for the school and for classes are displayed in the school and you should take time to study
them.

The minimum level of attendance for this school is 96% attendance and we will keep you updated
regularly about progress to this level and how your child’s attendance compares.

Our target is to achieve better than this however because we know that good attendance is the key
to children fulfilling their potential,

People responsible in school for Attendance:

o Helen Tomlinson — Head teacher
o Claire Clifton — Attendance Officer




Summary:

All school staff are committed to working with parents and pupiis as the best way to guarantee as
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high a level of atiendance as possible and that through good attendance ensure every child’s
welfare and life opportunities are promoted.

The following national codes will be used to record attendance information.

CODE DESCRIPTION MEANING
/ Present {AM) Present
\ Present (PM) Present
B Educated off site (NOT Dual Approved Education Activity
registration) -
C Other Authorised Circumstances {not Authorised absence
covered by another appropriate
code/description)
D Dual registration (i.e. pupil attending Approved Education Activity
other establishment}
E Excluded (no alternative provision Authorised absence
made)
F Extended family holiday {(agreed) Authorised absence
G Family holiday (NOT agreed or days in Unauthorised absence
excess of agreement)
H Family holiday {agreed) Authorised absence
| Illness {(NOT medical or dental etc. Authorised absence
appointments)
J Interview Approved Education Activity
L Late (before registers closed) Present
M Medical/Dental appointmenis Authorised absence
N No reason yet provided for absence Unauthorised absence
0 Unauthorized absence (not covered by | Unauthorised absence
any other code/description)
P Approved sporting activity Approved Education Activity
R Religious observance Authorised absence
S Study leave Authorised absence
T Traveller absence Authorised absence
] Late (after registers closed) Unauthorised absence
Y Educational visit or trip Approved Education Activity
W Work experience Approved Education Activity
X Untimetabled sessions for non- Not counted in possible attendances
compulsory school-age pupils
Y Unable to attend due to exceptional Not counted in possible attendances
circumstances
Z Pupil not yet on roll Not counted in possible attendances
# School closed to pupils Not counted in possible attendances
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Appendix — COVID-19

Dur'ing the COVID-19 pandemic, the attendance policy will be subject to tempo_'rary amendments in
accordance with the school’s COVID-19 risk assessment in place at the time,

There are some cwcumstances where pupils cannot attend school due to Corona\nrus (COVID- -19)
and they will not be penalised for this. The Department for Education has made changes-to the
regulations governing school attendance registers to add new categorles of non-attendance. These
codes are not counted as absence in the schoo!l census or'in the pupil’s attendance record.

The set of sub codes to record non-attendance related to coronavirus are:

Code X0%: Non- compulsory school age pupil not required to be in school
This code is used to record sessions that non- compulsory school age children are not expected to
attend.

Code X02: 'Pupil self-isolating with coronavirus (coviD- 19) stptoms"
This code is used for pupils who. are seIf—;soIatmg because they have symptoms of coronawrus
(COVID- 19) but they have not yet had a positive test.

Code X03 Pupll self-isolating due to potentlal contact W|th a confirmed case of coronavirus
(COVID 19) inside the school setting

This. code is used for pupils who are self-isolating because of contact wuth a case of coronavirus
{Covid-19) inside’ the school setting (for example, individuals, classes year groups or bubbles who
have been sent home because of potential contact W|th a‘confirmed case of coronavirus {COVID19)
within the school settlng) includes test and trace where it applies:

Code X04: Pupil self-lsolatmg due to potentlal contact with a conflrmed case of coronavirus
(CO\IID-IQ) outside the school setting

- This code is used for pupils who are self- isolating because of contact with a case of coronavirus
(Covid-19) OUTSIDE the school seiting (for example, a household member W|th symptoms ora
c0nﬁrmed posmve test; or a social contact or a contact with someone from the local commumty with
a conflrmed positive test). Includes pupils ad\nsed 1o self-isolate through test and trace where
approprlate

Code X05: Pupils reqmred to self-isolate as part of guarantine reqwrement (after arriving in

the UK from a non-exempt country or territory)

This code is used for. pupils who are required to be in quarantlne on arrival.in, or return to, the UK.
Department of Health & Soc:al Care guidance ‘Coronavirus (COVID-19): how to self-isolate when
you travel to the UK’

Code X06 Pup|I not in school because they have been ad\nsed spemflcally bv their Doctor or
public health authorlty that they are clinically extremely vulnerable and should not attend.

This code Is used for the small number of pupils who have been spec1f|cally identified as clinically
extremely. vulnerable and advised that they should not attend school. Department of Health & Social
Care/ Pubhc Health England ‘Guidance on protecting people who are clinically extremely vulnerable
from COVID 19",

Code X07: Pupll advised specifically not to attend schooi as part of restrictions to educatlon

set out in Government advice. _ - o B i

Thls is for pupils who as part of local or national restrictions to education settings, (including set out
9
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in the Contingency Framework and related guidance} are specifically advised not to attend school
for public health reasons.

Code 101: lliness _ - _
This code is used for pupils who are absent because of non-coronavirus (COVID-19). related illness
or sickness.

Code 102: illness Confirmed case of coronavirus (COVID-19) | _
This code is used for pupils who are absent because they have tested positive for coronavirus
(COVID-19).
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