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Introduction
This statement sets out the legal framework, the definitions and our policy expectations.
The L.E.A.D. Academy Trust requires this policy to be implemented by all its member academies.

The policy makes the expectations for attendance management explicit in order to ensure
consistency of practice across the network of academies. The L.E.A.D. Academy Trust’s aim is
for all of its academies to be calm, orderly, safe, and supportive environments where all pupils
want to be in school and are keen and ready to learn.

The L.E.A.D. Academy Trust defines the policy expectation, but the responsibility for implementation of
the policy rests with the Headteacher of each academy.

Cross Reference: Safeguarding Policy, Behaviour Policy, SEND policy

Legislative Framework

This policy meets the requirements of the working together to improve school attendance from the
Department for Education 2022 (DfE), and refers to the DfE’s statutory guidance on school attendance
parental responsibility measures. These documents are drawn from the following legislation setting out
the legal powers and duties that govern school attendance:

Part 6 of The Education Act 1996

Part 3 of The Education Act 2002

Part 7 of The Education and Inspections Act 2006

The School Attendance (Pupil Registration) 9England) Regulations 2024
The Education (parenting contracts and Parenting Orders) Regulations 2007
The Education (Penalty Notices) (England) (Amendment) Regulations 2007 (and 2013 amendments)
The Crime and Disorder Act 1998

The Anti-Social Behaviour Act 2003

The Sentencing Act 2020

The Children’s and Young Persons Acts 1933 and 1963

The Equality Act 2010

Procedures for attendance management implemented by individual academies will be operated in a
positive way, reflecting the high expectations of all within the academy community.



All staff are responsible for promoting and establishing good attendance in Trust academies. Itis
important that all staff are consistent and proactive in rewarding good attendance, and in dealing with
poor attendance.

Trust Expectations of Academies

To manage and improve attendance effectively, the Trust expects every academy to:

e Have a clear attendance policy which all staff, pupils and parents understand. The policy must
include:

Attendance and punctuality expectations of pupils and parents, including:
o start and close of the day
o register closing times
o processes for requesting leaves of absence
o processes for informing the school of the reason for an unexpected absence.

- The name and contact details of the Senior Attendance Champion responsible for the
strategic approach to attendance.

- Information and contact details of staff who pupils and parents should contact about
attendance on a day to day basis (such as a form tutor, attendance officer etc) and for more
detailed support on attendance (such as a head of year, pastoral lead or family liaison
officer etc).

- Information regarding day to day processes for managing attendance, for example first day
calling and processes to follow up on unexplained absence.

- How the academy is promoting and incentivising good attendance.

- The strategy for using data to target attendance improvement efforts to the pupils or pupil
cohorts who need it most.

- The strategy for reducing persistent and severe absence, including how access to wider
support services will be provided to remove the barriers to attendance and when support
will be formalised in conjunction with the local authority.

- Details of the National Framework for Penalty Notices and when Notices to Improve,
penalty notices or other legal interventions will be sought if support is not appropriate (e.g.
for a holiday in term time), not successful, or not engaged with. Details regarding how
attendance expectations are set for all pupils, the attendance policy should account for the
specific needs of certain pupils and pupil cohorts. The policy should be applied fairly and 16
consistently but in doing so schools should always consider the individual needs of pupils
and their families who have specific barriers to attendance.

e Develop and maintain a whole academy culture that promotes the benefits of high attendance.

e Accurately complete admission and attendance registers, and have effective day to day
processes in place to follow-up absence.

e Regularly monitor and analyse attendance and absence data to identify pupils or cohorts that
require support with their attendance and put effective strategies in place.

e Build strong relationships with families, listen to and understand barriers to attendance and
work with families to remove them.

e Share information and work collaboratively with other schools and academies in the area, local
authorities, and other partners when absence is at risk of becoming persistent or severe.



Improving attendance requires constant focus, and effective whole academy approaches require
regular ongoing support, guidance, and challenge. The Trust expects each Academy Governing Body
(AGB) to:

e Recognise the importance of attendance and promote it across the academies ethos and
policies.

e Ensure leaders fulfil expectations and statutory duties.

e Regularly review attendance data, discuss, and challenge trends, and help academy leaders
focus improvement efforts on the individual pupils or cohorts who need it most.

e Ensure staff receive adequate training on attendance.

Day to Day Processes

Alongside accurate recording of attendance and absence, the Trust expects each academy to have
robust day to day processes to track and follow up absence and poor punctuality and to develop
processes that meet the needs of their pupils and contexts. As a minimum, each academy must:

e Proactively manage lateness and set out the length of time the register will be open, after
which a pupil will be marked as absent. This should be the same for every session, and
depending on the structure of the school day, not longer than either 30 minutes after the
session begins, or the length of the form time or first lesson in which registration takes place.

¢ Identify any absences that are not explained for each session and contact parents (and where
appropriate foster carers and/or social workers) to understand why and when the pupil will
return. Where absence is recorded as unexplained in the attendance register, the correct code
should be inputted as soon as the reason is ascertained, but no later than 5 working days after
the session.

e Where reasonably possible, hold more than one emergency contact number for each pupil.

e Regularly inform parents about their child’s attendance and absence levels.

e Hold regular meetings with the parents of pupils whom the academy (and/or local authority)
considers to be vulnerable or are persistently or severely absent to discuss attendance and
engagement at school.

e Identify pupils who need support from wider partners as quickly as possible and make the
necessary referrals to the Local Authority and Secretary of State.

e Make the necessary statutory data returns.

e Support pupils on return following a lengthy or unavoidable period of absence to build
confidence and bridge gaps.

Each academy, in order to instil good attendance, should therefore:

o Work closely with their Local Authority School Attendance Support Team.

e Organise regular targeted meetings with families.

e Take a multi-disciplinary approach with the School Attendance Team to overcome barriers.

e Undertake legal intervention, where all voluntary support options are unsuccessful (Attendance
Prosecution).

e Use parenting contracts as a formal written agreement with the academy.

e Implement an Education Supervision Order (ESO) where a formal parenting contract has been
unsuccessful. An ESO is a useful alternative to provide formal legal intervention without
criminal prosecution.

e Initiate fixed penalty notices by working with the Local Authority.



e Make use of Parenting Orders following non-attendance alongside a fine and or a community
order. These can be imposed by the Court.

Equality Statement

The L.E.A.D. Academy Trust is committed to applying the equality duty in all academies across all phases.
It is the responsibility of all staff, leaders, trustees and governors to have due regard to the need to
eliminate unlawful discrimination, to advance equality of opportunity, and to foster good relations
between people.

Safeguarding

L.E.A.D. Academy Trust recognises that attendance may be an indicator that a pupil is in need of help or
protection. As a result, we expect each academy to consider whether a pupil’s attendance may be
linked to them suffering, or being likely to suffer, significant harm.

Where this may be the case, the academy is expected to follow our child protection and safeguarding
policy, and consider whether pastoral support, an early help intervention or a referral to children’s
social care is appropriate.

Monitoring, Evaluation and Review

In order to determine the effectiveness of a policy, the Trust will monitor and evaluate its impact. This
will be achieved by:

e Regular analysis of data.

e The AGB reviewing progress made and the effectiveness of the policy on an annual basis.

e The Trust Board scrutinising the attendance data and any issues reported in the Quality
Assurance (QA) visits made by Directors of Schools.
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1. Aims
At Bishop Alexander LEAD Academy we are committed to meeting our obligation with regards to
school attendance through our culture and ethos that values good attendance, including by:

e Promoting good attendance

e Reducing absence, including persistent and severe absence

e Ensuring every pupil has access to the full-time education to which they are entitled

e Acting early to address patterns of absence

e Building strong relationships with families to ensure pupils have the support in place to
attend

e Promoting and supporting punctuality in attending lessons

2. Legislation and Guidance

This policy meets the requirements of the working together to improve school attendance from the
Department for Education 2022 (DfE) updated September 2023, and refers to the DfE’s statutory
guidance on school attendance parental responsibility measures. These documents are drawn from
the following legislation setting out the legal powers and duties that govern school attendance:

Part 6 of The Education Act 1996

Part 3 of The Education Act 2002

Part 7 of The Education and Inspections Act 2006

The School Attendance (Pupil Registration) 9England) Regulations 2024
The Education (parenting contracts and Parenting Orders) Regulations 2007
The Education (Penalty Notices) (England) (Amendment) Regulations 2007 (and 2013 amendments)
The Crime and Disorder Act 1998

The Anti-Social Behaviour Act 2003

The Sentencing Act 2020

The Children’s and Young Persons Acts 1933 and 1963

The Equality Act 2010




3. Roles and Responsibilities
*Full details of roles and responsibilities can be found in appendix 4.

3.1 Academy Trustees
Trustees are responsible for:

e Ensuring that there is a Trust wide strategy to improve attendance and as part of this
strategy share effective practice on attendance management and improvement across
academies.

Academy Governing Bodies (AGBs) are responsible for:

e Take an active role in attendance improvement, support the academy to prioritise
attendance and work together to set a whole school culture

e Making sure academy leaders fulfil expectations and statutory duties

e Regularly reviewing and challenging patterns of attendance, compare with other local
academies, identify areas of progress and where greater focus is needed

e Making sure staff receive adequate training on attendance

e Holding the Headteacher to account for the implementation of this policy

e Link Governor — Phillip Beisty (Safeguarding).

3.2 The Headteacher
The Headteacher is responsible for:

e Implementation of this policy at the academy

e Develop and maintain a whole school culture that promotes the benefits of good
attendance

e Ensure that admissions and attendance registers are accurately completed

e Have robust daily procedures in place to follow up absence

e Monitoring absence data to identify patterns and trends and have a clear strategy in
place to identify which pupils and pupil cohorts to focus on and measure impact of any
intervention, including PA/SA and vulnerable groups

e Supporting staff with monitoring the attendance of individual pupils

e Ensure that there is a dedicated senior leader with overall responsibility for
championing and improving attendance.

e Authorising the Local Authority issuing of fixed-penalty notices where necessary

3.3 The Senior Attendance Champion:
The designated senior leader is responsible for:

e lLeading attendance across the academy

e Ensuring all academy-based staff complete their attendance responsibilities in line with
statutory procedures and academy policy and procedures

e Set a clear vision for improving and maintaining good attendance

e Evaluating and monitoring expectations and processes

e Having an oversight of data analysis

e Devising specific strategies to address areas of poor attendance identified through data



Arranging calls and meetings with parents to discuss attendance issues
Lead formal conversations with parents
Establish targeted intervention and support to pupils and families

The designated senior leader responsible for attendance is Stuart Ward and can be contacted via
the Academy office 01636 680040 or admin@bishopalexanderacademy.co.uk.

3.4 The Attendance Team
The academy attendance team is responsible for:

Monitoring and analysing attendance data (see section 7)

Benchmarking attendance data to identify areas of focus for improvement

Providing regular attendance reports to the Senior Attendance champion and academy
staff and reporting concerns about attendance to the designated senior leader
responsible for attendance and the Headteacher

Working with the Local Authority and other partners to tackle persistent and severe
absence

The attendance team are Stuart Ward, Sally Hade, Emma Walker and Shelley Fitzpatrick and can
be contacted via the academy office 01636 680040.

3.5 Class Teachers

Class Teachers are responsible for recording attendance on a daily basis, using the correct codes,
and submitting this information to the office by 9 am.

3.6 Academy Attendance Staff
Academy attendance staff will:

Record all absence details received on a day-to-day basis and log it on the academy MIS
system

Take messages from parents with attendance queries in order to provide them with a
return call with a more detailed response on attendance.

3.7 Parents/Carers
Parents/carers are expected to:

Make sure their child attends every day on time

Call the Academy to report their child’s absence between 8.00am and 8.40 am on the
day of the absence (and each subsequent day of absence), and advise when their child is
expected to return

Provide the academy with more than 1 emergency contact number for their child and
update accordingly

Ensure that, where possible, appointments for their child are made outside of the
academy day but if they are made during that time, proof of their appointment will be
requested.

Only request a leave of absence in exceptional circumstances



3.8 Pupils
Pupils are expected to:

e Attend every day on time.

3.9 The Local Authority
The Local Authority is legally obliged to:

Rigorously track local attendance data.

Provide a strategic approach to improving attendance and ensure that it is a key focus of
all frontline services

Provide access to the School Attendance Support Team which provides the following core
functions:

- Communication and advice

- Targeted support Meetings

- Multi-disciplinary support for families

Provide each school with a named point of contact in the School Attendance Team who
can support with queries and advice

Enable opportunities to share effective practice

Work with academies to issue legal interventions

Monitor and improve attendance of children with a social worker through their virtual
school

4. Recording Attendance
4.1 Attendance Register

At Bishop Alexander LEAD Academy, we keep an attendance register of all pupils on the academy

roll.

We will take our attendance register at the start of the first session of each day and once during the
second session (after lunch). It will mark whether every pupil is:

Present
Attending an approved off-site educational activity
Absent
Unable to attend due to exceptional circumstances

Any amendment to the attendance register will include:

The original entry

The amended entry

The reason for the amendment

The date on which the amendment was made

The name and position of the person who made the amendment

DfE attendance codes can be found in appendix 1.

We will also record:



e  Whether the absence is authorised or not

e The nature of the activity if a pupil is attending an approved educational activity

e The nature of circumstances where a pupil is unable to attend due to exceptional
circumstances

We will keep every entry on the attendance register for 6 years after the date on which the entry
was made.

The school day at Bishop Alexander L.E.A.D Academy starts at 8.40 am. Pupils must arrive by 8.40 am
The register for the first session will be taken at 8.40am and will be kept open until 9.10. No longer
than 30 minutes after the session begins.

The register for the second session will be taken at 1.15 pm.

4.2 Unplanned Absence

The pupil’s parent/carer must notify the academy of the reason for the absence on the first day of
an unplanned absence by 8.40am, by calling the Academy Office on 01636 680040.

We will mark absence due to illness as authorised unless Bishop Alexander L.E.A.D Academy has a
genuine concern about the authenticity of the illness.

If the authenticity of the illness is in doubt, Bishop Alexander L.E.A.D Academy may ask the pupil’s
parent/carer to provide medical evidence such as a doctor’s note, prescription, appointment card or
other appropriate form of evidence. We will not ask for medical evidence unnecessarily.

If the academy is not satisfied about the authenticity of the illness, the absence will be recorded as
unauthorised and parents/carers will be notified of this, at the beginning of the following week of
the absence/s.

4.3 Planned Absence

Attending a medical or dental appointment will be counted as authorised as long as the pupil’s
parent/carer notifies the academy in advance of the appointment — evidence will need to be
provided eg an appointment letter or text message from the doctor/hospital/dentist. The Academy
Office should be informed of medical appointments at the earliest possible opportunity. This is done
via the Academy office, 01636 680040, and should include any relevant evidence.

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

The pupil’s parent/carer must also apply for any other type of term-time absence as far in advance
as possible of the date or dates of the requested absence. Absences will not be granted for
appointments such as a hair-cut or for a family holiday.



4.4 Lateness and Punctuality

A pupil who arrives late:

. Before the register has closed, will be marked as late, using the appropriate code ‘L’

. After the register has closed will be marked as absent, using the appropriate code ‘U’ which
signifies that the pupil arrived after the official closing of the register and denotes an
unauthorised absence.

. Ongoing issues with punctuality will be raised with parents by our Academy Attendance Team.
All children who arrive late must be signed in by their parent/carer via the Academy office.
These are monitored regularly and a meeting will be set up with the Attendance Team/Leader,
if this is persistent.

4.5 Following up Unexplained Absence

Where any pupil we expect to attend does not attend, or stops attending without reason, the

academy will:

J Text the pupil’s parent/carer after 9.10am on the morning of the first day of unexplained
absence to ascertain the reason. If the academy don’t hear anything. Then they will call the
pupil’s emergency contacts, asking them to call us back to inform reason for absence. If still
no contact, the academy may take whatever measures are necessary to ensure the safety
and wellbeing of the child. This may include phoning other emergency contacts or visiting
the house, or contacting the police.

o Identify whether the absence is approved or not.

J Identify the correct absence code to use and input it as soon as the reason for absence is
ascertained — this will be no later than 5 working days after the session

J Call and text the parent/carer on each day that the absence continues without explanation to

ensure proper safeguarding action is taken where necessary. If absence continues, the
academy will consider involving the School Attendance Support Team and or other frontline
services.

4.6 Reporting to Parents/Carers

The academy will inform parents about their child’s attendance and absence levels if and when they
become a cause for concern. We will endeavour to work proactively with parents to ensure good
levels of attendance are maintained, above 96%. We will send letters and arrange meetings with
parents/carers if their child’s attendance becomes a concern.

5. Authorised and Unauthorised Absence

5.1 Approval for Term-time Absence

Only exceptional circumstances warrant a leave of absence. Bishop Alexander LEAD Academy will
consider each application individually taking into account the specific facts and circumstances and
relevant background context behind the request. If a leave of absence is granted, it is for the
Headteacher to determine the length of the time the pupil can be away from school. As
Headteachers should only grant leaves of absence in exceptional circumstances, it is unlikely a leave
of absence will be granted for the purposes of a family holiday.

Any request should be submitted as soon as it is anticipated and, where possible, at least 4 weeks
before the absence, and in accordance with any leave of absence request form, known as a Lost



Learning Form (Appendix 3), accessible via the academy office. The Headteacher may require
evidence to support any request for leave of absence.

Valid reasons for authorised absence may include:

e lliness and medical/dental appointments (see sections 4.2 and 4.3 for more detail)

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

e The pupil is a mobile child and their parent(s) is travelling in the course of their trade or
business and the pupil is travelling with them. A mobile child is a child of compulsory
school age who has no fixed abode and whose parent(s) is engaged in a trade or
business of such a nature as to require them to travel from place to place.

5.2 Pupils with Medical Conditions or Special Educational Needs and Disabilities

In line with Section 19 of the Education Act 1996 the Local Authority (LA) have a duty to: “make
arrangements for the provision of suitable education at school or otherwise than at school for those
children of compulsory school age who, by reason of illness, or otherwise, may not for any period
receive suitable education unless such arrangements are made for them.”

This applies to children and young people:

e who are of statutory school age and who

e are permanently resident in the local authority and

e who are not in school for 15 days or more, whether consecutive or cumulative due to ill
health and

e where the health need and necessity for absence has been validated as necessary by a
medical doctor

e will not receive a suitable full-time education unless the local authority makes
arrangements for this

Health problems include: disabilities, physical ilinesses, injuries and clinically defined mental health
problems. Suitable medical evidence will be required, including details of the health problem, how
long the condition is expected to last, the likely outcome, and a treatment plan. This must be provided
by a suitable medical professional, normally a hospital consultant. However, where specific medical
evidence is not available quickly, the local authority will liaise with other medical professionals (e.g.
the child's GP), so that provision of education is not delayed.

5.3 Children Missing Education (CME)

The academy recognises that early intervention is necessary to identify the existence of any underlying
safeguarding risk, and to help prevent the risks of a child going missing in education. The academy
will:

e Follow absence procedures

e Make areferral to CME if information is obtained that the family have moved out of area, with
no forwarding school/academy

e Make a referral to CME if a pupil has not returned after 10 days and there has been no contact
with the family, despite efforts made by the academy

e Work closely with the Children Missing Education (CME) Officer to identify a pupil’s current
whereabouts/destination



e Agree with CME an appropriate time and category to remove the child from the academy roll.
This includes those children and young people who are expected to move swiftly into
appropriate provision; this is in line with The Education (Pupil Registration) (England)
(Amendment) Regulations 2016

e Contact the Local Authority via CME after 20 school days of absence, to discuss whether to
remove a pupil from the academy roll. The final decision about removal from the academy roll
remains with the Headteacher.

e The academy will create a ‘lost pupil’ record on the national Lost Pupil’s Database School to
School (s2s) to assist future schools and Children Missing from Education Officers to identify
and locate children
See Children missing in education guidance

5.4 Legal Sanctions - National Threshold for issuing penalty notice

The academy can refer parents to the local authority where they do not ensure that children attend
school. Parents can be fined for the unauthorised absence of their child from school, where the child
is of compulsory school age.

The national threshold is 10 sessions of unauthorised absence in a rolling period of 10 school weeks.
A school week means any week in which there is at least one school session. This can be met with
any combination of unauthorised absence (e.g. 4 sessions of holiday taken in term time plus 6
sessions of arriving late after the register closes all within 10 school weeks). These sessions can be
consecutive (e.g. 10 sessions of holiday in one week) or not (e.g. 6 sessions of unauthorised absence
taken in 1 week and 1 per week for the next 4 weeks). The period of 10 school weeks can also span
different terms or school years (e.g. 2 sessions of unauthorised absence in the Summer Term and a
further 8 within the Autumn Term).

A penalty notice is an out of court settlement which is intended to change behaviour without the
need for criminal prosecution. If repeated penalty notices are being issued and they are not working
to change behaviour they are unlikely to be most appropriate tool. Therefore, from autumn term
2024, only 2 penalty notices can be issued to the same parent in respect of the same child within a 3
year rolling period and any second notice within that period is charged at a higher rate:

¢ The first penalty notice issued to a parent in respect of a particular pupil will be charged at £160 if
paid within 28 days. This will be reduced to £80 if paid within 21 days.

¢ A second penalty notice issued to the same parent in respect of the same pupil is charged at a flat
rate of £160 if paid within 28 days.

¢ A third penalty notice cannot be issued to the same parent in respect of the same child within 3
years of the date of issue of the first. In a case where the national threshold is met for a third time
(or subsequent times) within those 3 years, alternative action should be taken instead. This will
often include considering prosecution, but may include other tools such as one of the other
attendance legal interventions.



6. Strategies for Promoting Attendance
Strategies include:

Phone calls and text messages to all known contacts if the child’s absence is unexplained.
Weekly meetings to discuss attendance monitoring, lost learning requests, late arrivals and
early pick-ups, etc.

Half termly data analysis to evaluate status and review protocols

Meetings with parents/carers of children whose attendance is of concern.

Weekly class attendance; celebrating the class with the highest attendance that week
Half termly 100% attendance recognition

Half termly improved attendance recognition

End of academic year celebration of pupils with 100% attendance and gifts awarded.
Attendance updates shared on newsletters and social media

Early Help signposting.

7. Attendance Monitoring

Day to day attendance monitoring is carried out by the Academy Attendance team who initiate first
day calls, parental contact, offer support, meet with parents and safeguarding protocols. Home visits
if necessary to promote good attendance, above 96%.

7.1 Monitoring Attendance
The academy will:

e Monitor attendance and absence data trends on a weekly, half-termly, termly and yearly
basis in relation to whole cohorts and distinct pupil groups

e Monitor individual pupil attendance, absence and punctuality on a daily and weekly basis

e Identify whether or not there are particular groups of children whose absences may be a
cause for concern

e Pupil-level absence data will be collected daily and published at national and local
authority level through the DfE's school absence national statistics releases. The
underlying academy-level absence data is published alongside the national statistics. The
academy will compare attendance data to the national average, and share this with the
governing board

7.2 Analysing Attendance
The academy will:

e Analyse attendance and absence data using SIMS/PowerBi regularly to identify pupils or
cohorts that need additional support with their attendance, and use this analysis to
provide targeted support to these pupils and their families

e Look at historic and emerging patterns of attendance and absence, and then develop
strategies to address these patterns

7.3 Using Data to Improve Attendance
The academy will, as a minimum:

e Monitor and analyse weekly attendance patterns and trends and deliver intervention
and support in a targeted way to pupils and families. This should go beyond headline
attendance percentages and should look at individual pupils, cohorts and year groups
(including their punctuality) across the school to help schools achieve their



responsibilities under the Public Sector Equality Duty. When analysing patterns, some
schools, especially secondary schools, may wish to look further into patterns of
attendance within a session to ensure all pupils are attending all timetabled lessons
Use this analysis to provide regular attendance reports to class teachers or tutors to
facilitate discussions with pupils and to leaders (including any special educational needs
coordinators, designated safeguarding leads and pupil premium leads)

Undertake frequent individual level analysis to identify the pupils who need support and
focus staff efforts on developing targeted actions for those cases (see paragraphs 45-
47). This should not just focus on persistent and severe absence, but look at all severities
of absence to identify pupils who can be supported earlier before patterns become
entrenched

Conduct thorough analysis of half-termly, termly, and full year data to identify patterns
and trends. This should include analysis of pupils and cohorts and identifying patterns in
uses of certain codes, days of poor attendance and where appropriate, subjects which
have low lesson attendance

Benchmark their attendance data against local, regional, and national levels to identify
areas of focus for improvement

Devise specific strategies to address areas of poor attendance identified through data.
This may, for example, include pupils in a year group with higher than average absence
or for pupils eligible for free school meals if their attendance falls behind that of their
more advantaged peers

Monitor in the data the impact of school wide attendance efforts, including any specific
strategies implemented. The findings should then be used to evaluate approaches or
inform future strategies

Provide data and reports to support the work of the board or governing body
Academies should decide which cohorts of pupils should be included in their data
analysis based on their context and school population. This may include: boys and girls,
year groups, pupils with special educational needs or disabilities, pupils with a social
worker or who are looked-after by the local authority, pupils eligible for free school
meals, and any pupils from backgrounds (including ethnicities, religions or beliefs, or
sexual orientations where applicable) in the school community that have, or have
historically had, lower attendance than their peers

Academies may wish to make use of the View Your Education Data tool to compare
attendance outcomes of different cohorts of pupils at a local and national level to
identify where intervention is most needed

7.4 Reducing Persistent and Severe Absence
Persistent absence is where a pupil misses 10% or more of school, and severe absence is where a
pupil misses 50% or more of school.

The academy will:

Use attendance data to find patterns and trends of persistent and severe absence.

Hold regular meetings with the parents of pupils who the academy (and/or local
authority) considers to be vulnerable, or are persistently or severely absent, to discuss
attendance and engagement.

Send monitoring letters.
Meet with parents to discuss any support required eg. Breakfast club funding.
Provide access to wider support services to remove the barriers to attendance



e Use all available legal means at the academies disposal to challenge situations where
there is severe and persistent absence.

8. Policy Review

This policy will be reviewed as guidance from the local authority or DfE is updated, and as a
minimum once per year by the Academy Attendance Team. At every review, the policy will be
approved by the AGB.

9. Links with Other Policies

This policy links to the following policies:

e Child protection and safeguarding policy
e Behaviour policy
e Equality policy



Appendix 1: attendance codes
The following codes are taken from the DfE’s guidance on school attendance.

Present Codes

/\ present during registration
B educated off site and taster days and do not fit K, V, P or W codes
K attending provision arranged by the local authority
L arrived after the register has started but before it has closed
P Sporting activity with prior agreement from school
v educational visit or trip
w work experience
Absent Codes
Authorised Absences
C exceptional circumstances
C1 in a regulated performance/undertaking regulated employment abroad
C2 absent due to part-time timetable
D dual registered
E suspended or permanently excluded
I illness (not medical or dental appointments)
1 job/school/college interview
M medical or dental appointment
Q unable to attend because of a lack of access arrangements
R religious observance (only 1 day allowed, any more coded as C if agreed)
S study leave
T parent travelling for occupational purposes
X non-compulsory school age pupil not required to attend school
Y1 unable to attend due to transport provided not being available
Y2 unable to attend due to widespread transport disruption
Y3 unable to attend due to part of the school premises being closed
Y4 unable to attend due to whole school closure
Y5 unable to attend as pupil is in criminal justice detention
Y6 unable to attend in accordance with public health guidance or law
Y7 unable to attend due to other avoidable cause (must affect the pupil NOT the parent)
Unauthorised Absence
G holiday (not agreed)
N reason for absence not yet established (must be corrected within 5 days)
0 absent in other or unknown circumstances
u late after register has closed
z pupil not yet on register




Appendix 2:

Flow chart of promoting good attendance

EXPECT

Aspire to high standards of attendance from all pupils and parents and build a culture where
all can, and want to, be in school and ready to learn by prioritising attendance improvement
across the school.

3

MONITOR

Rigorously use attendance data to identify patterns of poor attendance (at individual and
cohort level) as soon as possible so all parties can work together to resolve them before they
become entrenched.

¥

LISTEN AND UNDERSTAND

When a pattern is spotted, discuss with pupils and parents to listen to understand barriers to
attendance and agree how all partners can work together to resolve them.

¥

FACILITATE SUPPORT

Remove barriers in school and help pupils and parents to access the support they need to
overcome the barriers outside of school. This might include an early help or whole family plan
where absence is a symptom of wider issues.

¥

FORMALISE SUPPORT

Where absence persists and voluntary support is not working or not being engaged with,
partners should work together to explain the consequences clearly and ensure support is
also in place to enable families to respond. Depending on the circumstances this may include
formalising support through a parenting contract or education supervision order.

¥

ENFORCE

Where all other avenues have been exhausted and support is not working or not being
engaged with, enforce attendance through statutory intervention or prosecution to protect the
pupil’s right to an education.




Appendix 3:

BISHOP ALEXANDER LEAD ACADEMY
LOST LEARNING REQUEST

BT O PR e o o o i L L i e L e i B e B e e B S S T S e R R e S i i

Dates of propozed absence. FrOm. .o iiiiineeee T e e e e an

Total days requested:._.._.._.._............... ...

ParentfCarerfullmame:..................coiciiciiciicciiciecviiicvevvee e DAte of Binthe ..

ParentfCarerfullname:....................c.iiciiciciiicieiieievee s Date of Birthe .o
I R o it L S e e e e e e e L L o ol e e i e ISR e R B e o

Signature of ParenbtiCaner. ... e e DEDES

Signature: of ParenthiCarer. .. i DAk

Parents or carers who take their children on holiday without permizsion rigk a fixed penalty

notice of up to £120 {per parent, per child) if paid within 28 days. This amount can be reduced to
£60 if paid within 21 days.

e o B e aE O A N o L e L L i L L T L e e s B B i L e v i

For office use only:
Attendance {cument academic yeary........................... (previous academic year)...........................

Parent/Carer(s} informed by letter? Yes/Mo Drate:
Authorized: es/Mo Headleadher: . ... oo Date:




Appendix 4:

Roles and responsibilities document (working together to improve attendance 2024)

All pupils

Parents are expected to;

Schools are expected to:

Academy trustees and governing
bodies are expected to:

Local authorities are
expected to:

Ensure their child attends
every day the school is open
excepl when a statutory
reason applies.

Matify the school as soon as
possible when their child has
to be unexpectedly absent
(e.g. sickness).

Cnly reguest leave of absence
in exceptional circumstances
and do soin advance.

Book any medical
appointments around the
school day where possible

Have a clear school attendance
policy on the school website
which all staff, pupils and parents
understand.

Develop and maintain a whole
school culture that promotes the
benefits of good attendance.

Accurately complete admission
and attendance registers.

Have robust daily processes Lo
follow up absence:.

Regularly monitor data to identify
patterns and trends and
understand which pupils and
pupil cohorts to focus on

Have a dedicated senior leader
with overall responsibility for
championing and improving
attendance.

Take an active role in attendance
improvernent, support their school{s) 1o
prioritise attendance, and work together
with leaders o sl whole school
cultures.

Ensure school leaders fulfil
axpectations and statutory duties.

Use data to understand patterns of
altendance, compare with other local
schools, identify areas of progress and
whera greater focus is needed.

Ensure school staff receive training on
attendance.

Hawve a strategic approach
to improving attendance for
the whole area and make it
a key focus of all frontline
council services

Hawve a School Attendance
Support Team that works
with all schools in their area
o remove area-wids
barriers to attendance.

Provide each school with a
named point of contact in
the School Attendance
Support Team who can
support with gueries and
advicea.

Offer opportunities for all
schools in the area o share
effective practice.




Pupils at risk of becoming persistently absent

Parents are
expected to:

Schools are expected to:

Academy trustees and
governing bodies are

expected to:

Local authorities are expected to:

Work with the
school and local
authority o help
them understand
their child’s barriers
{o attendance.

Proactively engage
with the support
offered to prevent
the: need for more
formal support.

Proactively use data to identify pupils at risk of
persistent absence.

Work with each identified pupil and their
parents to understand and address the
reasons for absence, including any in-school
barriers to atlendance,

Where out of school barriers are identified,
signpost and support access to any required
services in the first instance and act as lead
practitioner if attendance is the only issue
andfor the focal threshold Tor formal early help
is pot met.

If the issue persists, lake an active part in the
multi-agency effort with the local authority and
other partners. If a case meels the local
threshold for formal early helpifamily support,
this includes conducting the early help
assessmenlt and acting as the lead practitioner
where all partners agree that the school is the
best placed lead service. Where the lead
practitioner is outside of the school, continue
to work with the local authority and parners.

Regularly review
aftendance dala and
help school leaders
focus support on the
pupils who need il

Hold a regular conversation with every
school to identify, discuss and signpost or
provide access o services for pupils who
are persislenlly or severely absent or al risk
of becoming so.

Where there are oul of school barriers,
pravide each identified pupil and their family
with access fo services they need in the first
instance.

If the issue persisis, and there are multiple
needs consider whether the threshold for
early help is met and facilitate access where
itis. Regardless, take an active part in the
multi-agency efforl with the school and
other partners. Provide the lead practitioner
in cases where threshold is met and all
pariners agree that a local authority service
is best placed ta lead. Where the lead
practitioner is outside of the local authority,
continue to work with the school and
partners




Persistently absent pupils

Parents are expected to:

Schools are expected to:

Academy trustees and
governing bodies are

expected to:

Local authorities are
expected to:

Wark with the school and local
guthority to help them
understand their child's
barriers to altendance.

Proactively engage with the
formal support offered —
including any parenting
contracl or veluntary early
help plan o prevent the need
for legal intervention.

Canlinue support as for pupils al risk of
becoming persistently absent and:

Where absence becomes persistent, pul
additional targeled support in place to
remove any barriers. Where necessary this
includes warking with partners.

Where there is a lack of engagement, hold
miore formal conversations with parents and
be clear about the potential need for legal
intervention in future.

Where support is not working, being engaged
with or appropriate, work with the local
authority on legal intervention.

Where there are safeguarding concerns,
intensify suppart through a referral to
slatutory children’s social care.

Work with other schools in the local area,
such as schools previously attended and the
schools of any siblings.

Regularly review
altendance data and
help school leaders focus
suppart on the pupils
who need it.

Continue supporl as for pupils
at risk of becoming
persistently absent and:

Work jointly with the school to
provide formal support options
including

altendance contracls and
education supervision orders.

Whiere there are safeguarding
CONCErns, ensure joint working
between the school, children’s
social care services and other
slatutory safeguarding
partners.

Where support is not
working, being engaged with
of appropriate, enforce
attendance through legal
intervention (including
prosecution as a last resort).




Severely absent pupils

Parents are expected to:

Schools are expected to:

Academy trustees and
governing bodies are
expected to:

Local authorities are expected to:

Work with the school and local
authority to help them
understand their child's
barriers (o attendance.

Proactively engage with the
formal support offered —
including any parenting
contract or voluntary early
help plan o prevent the nead
for legal intervention.

Continue suppor as for persistently
absent pupils and:

Agree a joint approach for all severely
absent pupils with the local authority.

Regularly review
attendance data and
help school leaders
focus support on the
pupils who need iL

Continue supporn as for persistently
absent pupils and:

All services should make this group
the top priority for support. This may
include a whole family plan,
consideration for an education, health
and care plan, or alternative form of
educational provision.

Be especially conscious of any
potential safeguarding issues,
ensuring joint working between the
school, children's social care services
and other statutory safeguarding
partners. Where appropriate, this
could include conducting a full
children’s social care assessment and
building attendance into children in
need and child protection plans.

Support for cohorts

of pupils with lower attendance than their peers

Parents are expected to:

Schools are expected to:

Academy trustees and governing
bodies are expected to:

Local authorities are
expected to:

Mot applicable.

Proactively use data to identify cohorts
with, or at risk of, low attendance

and develop strategies ta support
therm.

Work with other schools in the local
area and the local authaority to share
effective practice where there are
common barriers to attendance.

Regularly review attendance data
and help school leaders focus
suppoart on the pupils who need it

Track local attendance
data 1o prioritise support
and unblock area wide
attendance barriers where
they impact nuMmerous
schools.




Support for pupils with medical conditions or SEND with poor attendance

Parents are expected to:

Schools are expected to:

Academy trustees and governing
bodies are expected to:

Local authorities are
expected to:

Work with the schoal and local
authority to help them
understand their child's
barriers 1o atlendance.

Proactively engage with the
support offered.

Maintain the same ambition for
attendance and work with pupils and
parents lo maximise attendance.

Ensure join up with pastoral support
and where required, put in place
additional support and adjustments,
such as an individual healthcare plan
and if applicable, ensuring the
pravision outlined in the pupil's EHCP
% accessed.

Consider additional support from wider
services and external partners, making
timely referrals.

Regularly manitor data for such
groups, including al board and
goveming body meetings and with
local authorities.

Regularly review attendance data
and help school leaders focus
support on the pupils who need it

Work closely with relevant
services and partners, for
example special
educational needs,
educational psychologists,
and mental health
services, to ensure joined
up support for families.

Ensure suitable
education, such as
alternative provision, is
arranged for children of
compulsory school age
who because of health
reasons would not
otherwise receive 8
slitable education.




Support for pupils with a social worker

Parents are expected
to:

Schools are expected to:

Academy trustees and
governing bodies are
expected to:

Local authorities are expected to:

Work with the school
and local authority to
help them understand
their child's barriers to
allendance.

Proactively engage
with the support
offered.

Know who the puplls who have, or who
have had, a social worker are.

Understand how the welfare,
safeguarding, and child protection
Issues thal they are expanencing, of
have experienced, can have an impact
on attendance — whilst maintaining a
iculture of high aspiration for the cohort.

Provide additional academic support
and make reasonable adjustments 1o
help them, recognising that even when
statutory social care intervention has
ended, there can be a lasting impact
lon children’s educational outcomes.

Work in partnership with the local
authority at a strategic and individual
level, sharing data on attendance
including, at an individual level,
informing the pupil's social worker if
there are any unexplained absences
and if their name is 1o be deleted from

the register.

Regularly review
attendance data and help
school leaders focus
support on the pupils who
need il

Ensure that all Children’'s Social Care
practitioners, understand the importance
of good attendance for pupil's educational
progress, for their welfare and their wider
development — and understand their role
in improving it

Through the work of Virtual School Heads,
they should:

Underake systemic monitoring and
data sharing of the attendance of
children with a social worker in their
area: developing and implementing
targeted cohort level interventions
to improve attendance

Provide advice, challenge and
training to schools on how to
promote and secure good
attendance for children with a social
worker.

Develop whole system approaches,
with social cars, to support the
attendance of children in need.




Looked after and previously looked after children

Parents are
expected to:

Schools are expected to:

Academy trustees and
governing bodies are
expected to:

Local authorities are expected to:

Work with the
school and local
authority to help
them
understand the
child's barriers
to attendance —
including the
development of
Personal
Education
Plans.

Proactively
engage with the
support offered.

Have high expectations for
the cohort — with expert
support and leadership
provided by the designated
teacher for looked-after and
previously looked-after

pupils.

Work in partnership with the
local authority Virtual School
Head to develop and deliver
high gquality Personal
Education Plans for looked-
after children that support
good attendance.

Work directly with parents to
develop good home-school
links that support good
attendance. For previously
looked-after pupils this
could include discussion on
use of the Pupil Premium
Plus funding managed by
the school.

Designate a member of
staff to have responsibility
for the promotion of the
educational achievement
of looked-after and
previously looked-after

pupils.

Monitor and review
attendance of the cohort
and consider how school
policies, including
behaviour policies, are
sensitive to their needs
and support good
attendance.

Promote the educational achievement of looked-after and
previously looked-after children — doing everything
possible to minimise disruption to education when a pupil
enters care.

(LA that looks after the child:) Appoint an expert Virtual
School Head (VSH) — will:

Monitor, report on, and evaluate the education
outcomes of looked after children, including their
attendance, as if they attended a single school-
whenever they live or are educated.

Ensure schools know when they have a pupil looked
after by the authority on their role and that
information is shared with the school on issues that
may impact on their attendance.

Ensure that all looked-after pupils have high quality,
up to date, effective Personal Education Plans
developed in partnership with schools, social
workers and carers — including, where necessary,
clear interventions and use of pupil premium plus
funding to support good attendance.

Provide expert advice and information on the
education of previously looked-after pupils to schools
and parents — including their attendance.




