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We believe that every student whatever their background has the right to
flourish, to achieve and to succeed and everything undertaken by Horncastle
Education Trust should have this ambition at its heart.



At Horncastle Education Trust, there are three key concepts that are embedded
in all of our schools and communicated to pupils, parents and staff:

e Good attendance
e Positive behaviour for learning
e Delivery of quality first teaching

This policy focuses upon the expectations, guidance, support and impact of
attendance. Attendance is the essential foundation to positive outcomes for all
pupils, including their safeguarding and welfare, and should therefore be seen
as everyone’s responsibility in school.

1. Aims
We are committed to meeting our obligation with regards to school attendance through
our trust wide culture and ethos that values good attendance, including:

2 Promoting good attendance

2 Reducing absence, including persistent and severe absence

2 Ensuring every pupil has access to the full-time education to which they are entitled
2 Acting early to address patterns of absence

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

We will also promote and support 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 (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 Education (Pupil Registration) (England) Requlations 2006 (and 2010, 2011,
2013, 2016 amendments)

> School Attendance (Pupil Registration) (England) Regulations 2024

> Education (Penalty Notices) (England) (Amendment) Requlations 2024
> WorkingTogether to Improve School Attendance (19 August 2024)
It also refers to:

> School census guidance

> Keeping Children Safe in Education

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



https://assets.publishing.service.gov.uk/media/65f1b048133c22b8eecd38f7/Working_together_to_improve_school_attendance__applies_from_19_August_2024_.pdf
https://assets.publishing.service.gov.uk/media/65f1b048133c22b8eecd38f7/Working_together_to_improve_school_attendance__applies_from_19_August_2024_.pdf
https://www.gov.uk/government/publications/parental-responsibility-measures-for-behaviour-and-attendance
https://www.legislation.gov.uk/ukpga/1996/56/contents
https://www.legislation.gov.uk/ukpga/2002/32/contents
https://www.legislation.gov.uk/ukpga/2006/40/contents
https://www.legislation.gov.uk/uksi/2006/1751/contents/made
https://www.legislation.gov.uk/uksi/2006/1751/contents/made
https://www.legislation.gov.uk/uksi/2024/208/contents/made
https://www.legislation.gov.uk/uksi/2024/210/pdfs/uksiem_20240210_en_002.pdf
https://assets.publishing.service.gov.uk/media/65f1b048133c22b8eecd38f7/Working_together_to_improve_school_attendance__applies_from_19_August_2024_.pdf
https://www.gov.uk/guidance/complete-the-school-census
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
https://www.gov.uk/government/publications/mental-health-issues-affecting-a-pupils-attendance-guidance-for-schools

The approach to attendance in our trust will be:

Effective school attendance improvement and management

All pupils
Developing good attendance patterns through effective whole school
approach to attendance (including leadership, ethos and systems and
processes)

Prevention of poor

attendance through good
whole school attendance

management Pupils at risk of poor attendance

Using attendance and absence data rigorously to support pupils with

increasing levels of absence, arriving at school late or taking leave in
term time without permission before it becomes a regular pattern

Pupils with poor attendance
Intervening as early as possible and agreeing an action plan for pupils
with high levels of absence and those demonstrating growing
disengagement with school

Early intervention to reduce
absence before it becomes
habitual

Persistently and severely absent pupils
Put additional targeted support in place, where necessary working with
partners, and agree a joint approachwith local authorities for all severely
absent pupils

Targeted reengagement of
persistent and severely
absent pupils

The use of penalty notices

Unauthorised Attendance ——» | Consideration of Penalty Notice
frequent or significant Refer to section 5.2 for details of when this may apply
occurrences

Providing support first before attendance legal intervention

Voluntary support

Working in partnership with pupils and parents to support in school, helping parents to
access services of their own accord and/or a voluntary whole family plan to
tackle barriers to attendance.

v

r

Formal support Attendance Statutory children’s
prosecution social care
Aformal attendance involvement
contract agreed between Where all other routes
the pupil, parent, school have failed or not Where there are Improved
and/or local authority. deemed appropriate the safeguarding concerns attendance
case may be considered and an Education
Progressing to a legally = for a penalty notice in "| Supervision Order is not
binding Education line with the National appropriate or has not
Supervision Order in the Framework or been successful, the
Family Court if there is attendance prosecution case should be
non-engagement and in the Magistrates Court. considered for s.17 or
deemed necessary. 5.47 statutory social care
intervention.

v v |

Improved attendance




3. Day to Day Expectations and Processes

To manage and improve attendance effectively our trust, we expect all schools to
comply with this policy which must be clear and which all staff, pupils and
parents/carers understand.

3.1 Attendance and punctuality expectations of pupils and parents:
To help pupils and parents/carers, our policy includes:

> Times of the start and close of the school day

> Register closing times

> Processes for requesting leaves of absence

> Processes for informing the school about unexpected absences

> The name and contact details of the senior leader responsible for each school’s
attendance

> Information and contact details of staff who pupils and parents should contact about
attendance on a day to day basis

> Information regarding the day to day processes for managing attendance

2 How the school communicates, promotes and rewards attendance

> The strategy to reduce persistent and severe absence including links with outside
agencies and how to access wider support. This includes support from the local
authority attendance teams

> The point at which fixed penalty notices and other sanctions will be sought

> Promote a trust-wide culture of high attendance

> Accuracy in completing registers and robust processes in place to follow up
absence

> Monitor regularly the attendance data and analyse key cohorts, groups and pupils.
Put in place effective strategies to improve the situation

> Work with families to understand barriers and work to remove them

> Share information collaboratively across the trust, and with other schools and
academies, as well as regional and national partners

3.2 Day to Day Processes:
Each of our schools is expected to have robust day-to-day processes to track and
follow absence and poor punctuality. These processes will develop over time to meet
the needs of their pupils and contexts. As a minimum:
> Lateness will be managed, the length and time each register will be open is set out.
This will be the same for every session
>ldentify any absences that are not explained for each session. Contact
parents/carers, and social/probation workers where appropriate, to understand why
and when that pupil will return to school
2 Where absence is recorded as unexplained the correct code must be used
2 Where possible, hold more than one emergency contact number for the pupil
2 Regularly inform parents/carers about their child’s attendance or lack of
>Hold School Attendance Panel meetings with parents and pupils if they are
vulnerable and or persistently or severely absent from school
2 Identify pupils who need wider support via the Family Liaison Officer as soon as
possible
> Make all necessary statutory data returns
2 Support pupils on return from a lengthy period of absence within the capabilities
and effective use of resources of the school



3.3 Instilling Excellent Attendance
Each school, in order to instil excellent attendance should:
2 Work closely across the trust
> Work closely with the local authority
2 Organise appropriate meetings for parents and pupils
2 Undertake legal intervention where appropriate. That is where all support options
are unsuccessful
2 Initiate fixed penalty notices by working with the local authority
> Make use of Educational Supervision Orders and Parenting Orders as imposed by
courts

3.4 Safeguarding
We recognise that attendance may be an indicator that a pupil is a need of help or
protection. This document is therefore intrinsically linked with our Child Protection
and Safequarding Policy.

4. Roles and Responsibilities

4.1 The Trust Board
The trust board is responsible for:
> Promoting the importance of school attendance across the trust’'s policies and
ethos
> Monitoring attendance figures for the whole trust
> Share effective practice on attendance management and improvement across
schools
> Holding the CEO to account for the implementation of this policy

4.2 The CEO
The CEO is responsible for:
> Promoting the importance of school attendance across the trust’s policies and
ethos
> Developing and implementing a strategic approach to attendance
> Holding the Headteachers to account for the implementation of this policy
> Reporting to the trust board

4.3 The Local Governing Body
The local governing body is responsible for:
> Promoting the importance of school attendance across the trust’s policies and
ethos
> Making sure school leaders fulfil expectations and statutory duties
> Monitoring attendance figures for their school
> Regularly reviewing attendance data, discussing and challenging trends
> Making sure staff receive adequate training on attendance
> Reviewing and monitoring the use of Attendance Contracts
> Holding the Headteacher to account for the implementation of this policy
> Participating in pupil reintegration panels
>Where attendance levels are a cause for concern, allocating a governor with
responsibility for overseeing attendance


https://www.horncastleeducationtrust.org/docs/policies/Child_Protection_and_Safeguarding_Policy.pdf
https://www.horncastleeducationtrust.org/docs/policies/Child_Protection_and_Safeguarding_Policy.pdf

4.4 The Headteacher
The headteacher is responsible for:
2 Implementation of this policy at their school
> Supporting staff with monitoring the attendance of individual pupils
2 Monitoring school-level absence data and reporting it to governors and the CEO
> Reviewing, with the designated senior leader, threshold data, Notices to Improve,
Attendance Contracts and Education Supervision Orders
2 Monitoring the impact of any implemented attendance strategies
>Issuing fixed-penalty notices, where necessary and appropriate (refer to DfE
Guidance paragraph 175 onwards)

4.5 The Designated Senior Leader for Attendance
The designated senior leader in each school is responsible for:

>Leading attendance across the school and working with the lead governor
responsible for attendance

> Offering a clear vision for attendance improvement

2 Evaluating and monitoring expectations and processes

2 Having an oversight of data analysis

2 Periodic liaison with the local authority

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

> Building relationships and working in partnership with parents/carers to discuss and
tackle attendance issues

> Accessing support from the Family Liaison Officer

> Creating intervention and reintegration plans in partnership with pupils and their
parents/carers

> Delivering targeted intervention and support to pupils and families

> Where a social worker or youth offending team worker is involved, inform them of
any unexplained absences

> Share information and work collaboratively with other schools in the area, local
authorities, and other partners where a pupil’'s absence is at risk of becoming
persistent or severe

> Advise the headteacher on next steps when the 10 session threshold of
unauthorised absence in a rolling period of 10 school weeks has been met (this
could be a combination of reasons, such as unauthorised holiday in term time and
lateness — reference DfE guidance paragraph 180).

> Advise the headteacher when further formal intervention is required, such as a
Notice to Improve when appropriate.

2 Where support and interventions have not been effective, put formal support in
place in the form of an Attendance Contract or work with the local authority to
access an Education Supervision Order

> Intensify support through statutory children’s social care involvement where there
are safeguarding concerns, especially where absence becomes severe (below
50% attendance)

4.6 The Family Liaison Officer (FLO)
The FLO is responsible for:
2 Liaison with designated senior leaders and attendance officers in each school
2 Undertaking home visits for persistent absentees
2 ldentifying, and where appropriate delivering, targeted intervention and support to
pupils and families in the home


https://assets.publishing.service.gov.uk/media/65f1b048133c22b8eecd38f7/Working_together_to_improve_school_attendance__applies_from_19_August_2024_.pdf
https://assets.publishing.service.gov.uk/media/65f1b048133c22b8eecd38f7/Working_together_to_improve_school_attendance__applies_from_19_August_2024_.pdf

?>Work in partnership with the pupils, families and school colleagues to create
intervention and reintegration plans

> Accessing or signposting to other agencies or routes of support e.g. External
Counselling Services, Educational Psychologists, Special Educational Needs
Service, Social Care, School Nurse, Careers guidance, Community Health
Advisory Worker

2 Work with the headteacher/senior leader regarding when to issue fixed-penalty
notices or formal interventions

4.7 The Attendance Officer
The school attendance officer is responsible for:
> Daily attendance monitoring, morning and afternoon, and timely contact with
parents/carers for non-attenders according to appendix B
> Monitoring and analysing attendance data
>Advise the headteacher/senior leader when the 10 session threshold of
unauthorised absence in a rolling period of 10 school weeks has been met (this
could be a combination of reasons, such as unauthorised holiday in term time and
lateness — reference DfE guidance paragraph 180).
> Benchmarking attendance data to identify areas of focus for improvement
> Working with the FLO to tackle persistent absence
>Ensuring regular attendance reports are generated and circulated to relevant
school staff and reporting concerns about attendance to the designated senior
leader responsible for attendance, or the headteacher in their absence

4.8 Form Tutors/Teachers
> Form tutors and teachers are responsible for recording attendance on a daily basis,
using the correct codes, and submitting this information to the school office
promptly for registration and in secondary schools, for each lesson
> Pass on any information from parents/carers and pupils about attendance to the
attendance officer without delay
2 Monitor and intervene on attendance and punctuality in the first instance

4.9 School Office Staff
School office staff will:
> Take calls from parents/carers about absence on a day-to-day basis and record it
on the school system without delay

4.10 Parents/Carers
Parents/carers are expected to work in partnership with school staff to:
> Make sure their child attends every day, on time
> Call the school to report their child’s absence on the day of the absence and each
subsequent day of absence, and advise when they are expected to return
> Provide the school with more than one emergency contact number for their child
> Ensure that, where possible, appointments for their child are made outside of the
school day. Where this is not possible, ensure that absence from school is for the
minimum amount of time on that day


https://assets.publishing.service.gov.uk/media/65f1b048133c22b8eecd38f7/Working_together_to_improve_school_attendance__applies_from_19_August_2024_.pdf

4.11 Pupils
Pupils are expected to:
2 Attend school every day, on time
> Where reduced a timetable is in place, attend every timetabled session on time

5. Recording Attendance

5.1 Attendance Register
All schools will keep an attendance register, and place all pupils onto this register.
Attendance registers will be taken at the start of the first session of each school day
and once during the second session. In secondary schools, registers will also be taken
during each lesson. The MIS system will be updated using approved attendance
codes issued by the DfE, see Appendix A. They will show whether each 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 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

Schools will also record:
2 Whether the absence is authorised or not
> The nature of the activity if a pupil is attending an approved educational activity
2 The nature of circumstances where a pupil is unable to attend due to exceptional
circumstances

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

Pupils must arrive on time for registration, in accordance with times of the school day
as published on their school’s website.

5.2 Unplanned Absence

The pupil’s parent/carer must notify the school of the reason for the absence on the
first day of an unplanned absence (see Appendix B for details of notification
procedures for your school).

Schools will mark absence due to physical or mental illness as authorised unless the
school has a genuine concern about the authenticity of the illness. Where the absence
is longer than 3 days we may ask to see medical evidence, such as a screenshot of
text appointment/appointment card, prescription or other appropriate form of evidence
such as a Doctors Note. Schools will not ask for medical evidence unnecessarily,
however, if the school is not satisfied about the authenticity of the illness, the absence
will be recorded as unauthorised and parents/carers will be notified of this in advance.



5.3 Planned Absence

Attending a medical or dental appointment will be counted as authorised as long as
the pupil’s parent/carer notifies the school in advance of the appointment. However,
we encourage parents/carers to make medical and dental appointments out of school
hours where possible. Where this is not possible, the pupil should be out of school for
the minimum amount of time necessary and therefore a form to request leave of
absence is not required for medical/dental appointments.

The pupil’s parent/carer must also apply for any other type of term-time absence as
far in advance as possible of the requested absence - see Appendix B for details of
how to request leave for your school. Section 6 details which term-time absences a
school can authorise.

5.4 Lateness and Punctuality
A pupil who arrives late:
> Before the register has closed will be marked as late, using the appropriate code
> After the register has closed will be marked as absent, using the appropriate code,
this will be classed as one session. Please note that this impacts upon a pupil’s
attendance record.
> Schools track punctuality and where repeated lateness occurs sanctions will be
applied and parents/carers contacted.

5.5 Following up Unexplained Absence
Where any pupil we expect to attend school does not attend, or stops attending,
without reason, the school will:
> Contact the pupil’s parent/carer on the morning of the first day of unexplained
absence to ascertain the reason (See Appendix B for details). If the school cannot
reach any of the pupil’s emergency contacts, the school may undertake a safe and
well check or, in some circumstances, inform the police that a pupil is missing
> Identify whether the absence is approved or not
> Identify the correct attendance 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
> Call the parent/carer on each day that the absence continues without explanation
to ensure proper safeguarding action is taken where necessary, this may involve a
home visit either by a member of the safeguarding team or the FLO.
> If a pupil has been absent for 5 working days (10 sessions), and all reasonably
strategies have failed to ascertain the location and wellbeing of the pupil, the school
will report the child as missing education to the Local Authority.
>Where a child has been absent for 10 days after an authorised absence, or is
absent from school for 20 consecutive days without authorisation, the pupil can be
removed from the school admission register (the ‘roll’), if the school and the Local
Authority have failed, after jointly making reasonable enquiries, to establish the
whereabouts of the child. This only applies if the school does not have reasonable
grounds to believe that the student is unable to attend because of sickness or
unavoidable cause.
> In addition, at the end of September, Attendance Officers will run the list of pupils
who are at risk of becoming persistently absence and consider home visits if not
already fully informed of the situation.



5.6 Reporting to Parents/Carers
The school will regularly inform parents/carers about their child’s attendance and
absence levels, refer to Appendix B for more details.

Parents of pupils who are persistently absent, or whose attendance is falling, will be
invited to meetings with pastoral colleagues and/or the senior leader responsible for
attendance. Where appropriate, this may also include a local governor.

The senior leader responsible for attendance will meet with the Family Liaison Officer
on a regular basis to determine the best way to support pupils whose attendance is
low or falling.

6. Authorised and Unauthorised Absence

6.1 Approval for Term-time Absence

The headteacher will only grant a leave of absence to a pupil during term time if they
consider there to be 'exceptional circumstances'. A leave of absence is granted at the
headteacher’s discretion, including the length of time the pupil is authorised to be
absent for.

Our headteachers consider each application for term-time absence individually, taking
into account the specific facts, circumstances and relevant context behind the request.
Any request should be submitted as soon as it is anticipated in writing, either by email
or letter. The headteacher may require evidence to support any request for leave of
absence.

Valid reasons for authorised absence, as set out in regulation 11 of the School
Attendance (Pupil Registration) (England) Regulations 2024, include:

> lliness (including mental illness) and medical/dental appointments (see sections
5.2 and 5.3 for more detail)

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

> Traveller pupils travelling for occupational purposes — this covers Roma,
English and Welsh gypsies, Irish and Scottish travellers, showmen (fairground
people) and circus people, bargees (occupational boat dwellers) and new
travellers. Absence may be authorised only when a traveller family is known to be
travelling for occupational purposes and has agreed this with the school, but it is
not known whether the pupil is attending educational provision

> Taking part in a regulated performance or employment abroad: in line with a
license issued by a local authority or Justice of the Peace or a body of persons
approval (BOPA).

> Attending an interview: for entry into another educational institution or for future
employment where requested in advance by a parent the pupil normally lives with.

> Study leave: for public examinations, as agreed in advance with a parent the pupil
normally lives with. Please note this does not include any internal examinations
such as mocks as study leave should not be granted in such cases.

> A temporary, time-limited part-time timetable: where the pupil is of compulsory
school age, both the parent who the pupil normally lives with and school agree the



pupil should temporarily be educated on a part-time basis for exceptional reasons.
The school will inform the local authority of this arrangement.

2 Exceptional circumstances: our schools can grant a leave of absence for other
exceptional circumstances at the headteacher’s discretion. Headteachers 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 school to determine the length of the time the pupil
can be away from school. Examples of exceptional circumstances may include:

Close family member bereavement

Immediate family member wedding

Immediate family member funeral

Unavoidable delay in travel arrangements due to either adverse weather
conditions e.g. volcanic ash or being deemed unfit to travel by a medical
practitioner, with proof provided to the school for the period of the absence
= Proven parental employment restrictions

Note that holiday or other absence for the purpose of leisure and recreation
are not considered to be an exceptional circumstance. In line with national
guidance, this applies to all pupils, including those with special educational
needs.

6.2 Legal Sanctions

Schools can fine parents/carers for the unauthorised absence of their child from
school, where the child is of compulsory school age. This is called a Penalty Notice.
If issued with a penalty notice, each parent/carer will be charged £80 within 21 days
or £160 within 28 days. The payment must be made directly to Lincolnshire County
Council, the local authority. Penalty notices can be issued by a headteacher, local
authority officer or the police. Should a second penalty notice be issued, a flat rate of
£160 will be charged and is payable within 28 days.

Whilst we view this as a last resort, schools within this trust will issue a fine or penalty
notice where the headteacher considers all reasonable and suitable alternative
measures and support has been provided. The decision on whether or not to issue a
penalty notice will take into account:

> The number of unauthorised absences occurring within a rolling academic year

> One-off instances of irregular attendance, including holidays taken in term time

> Where 10 sessions of unauthorised absence have occurred within a rolling 10 week
period

> Where an excluded pupil is found in a public place during school hours without a
justifiable reason

If the payment has not been made after 28 days, the local authority can decide whether
to prosecute or withdraw the notice.
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7. Strategies for Promoting Attendance

7.1 Communication and Promotion
Promoting and rewarding good attendance is an important part of understanding and
motivation for parents/carers and pupils respectively. This will include:
> Setting high expectations with pupils and parents about attendance, and the impact
of non-attendance
> Communicating updates about how to stay healthy and well, using the DfE toolkit
> Share information about the short and long term consequences of poor attendance
> Amending the October half term to a two week break, addressing resilience and
wellbeing trends
> Promoting attendance on newsletters, apps, internal displays
> All contact with parents/carers from form tutors/teachers to include mention of
attendance, including positive comments where attendance is 95%+
> Excluding health appointments (e.g. doctor/dentist/optician) when calculating
attendance to avoid disadvantaging pupils when they do not have choice over
these aspects

7.2 Rewards
Each school may choose to use additional rewards that link attendance, behaviour,
attainment or progress such as form competitions, film night, privileges in school,
reward points or tokens. As a minimum, rewards will include:
> Awarding certificates and badges to celebrate positive attendance during
assemblies
2Entry into a prize draw each full term, for those who meet the attendance
benchmark. Two prizes will be offered at each school, these may include book
tokens or vouchers.
> Trust certificate and reward for pupils who sustain the highest attendance
benchmark at the end of the academic year
> Benchmarks for rewards in our trust are:
- Term 1 end of December @ 98% and above
- Term 2 end of April @ 97% and above
- Term 3 end of July 96% and above
- Annual 100%

8. Attendance Monitoring
We use Power Bl to collate and distribute attendance reports regularly to key staff who
monitor and analyse data, using the Lincolnshire County Council criteria.

8.1 Monitoring Attendance
Our schools will:
2 Monitor attendance and absence data daily, weekly, half-termly, termly and yearly
across the school and at an individual pupil level, including a review of the rolling
10 week period
2 The attendance dashboard will be used to review core elements to include those
who are
- Atrisk of being persistently absent
- Atrisk of being severely absent
- Review those who are severely absent
- ldentify if there are particular groups of children whose absences may be a
cause for concern
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2 In addition to the above, we will monitor levels of attendance in bands of 5% and
review actions as appropriate to help those young people reduce their absence.

Pupil-level absence data will be collected each term and published at national and
local authority level through the DfE's school absence national statistics releases. The
underlying school-level absence data is published alongside the national statistics.
The school will compare attendance data to the national average, and data will be
shared with the local governing body and trust board.

8.2 Analysing Attendance
Our schools will:
> Analyse attendance and absence data 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
>Look at historic and emerging patterns of attendance and absence, and then
develop strategies to address these patterns
> At the end of September, a review of absences will take place and home visits will
be considered to ensure support is in place as early in the term as possible
> At the half termly period, colleagues will use the attendance dashboard to check
the impact of support and identify successes.

8.3 Using Data to Improve Attendance
Our schools will:
>Provide regular attendance reports to form tutors/teachers and other school
leaders, to facilitate discussions with pupils and families
> Use data to monitor and evaluate the impact of any interventions put in place in
order to modify them and inform future strategies
? Ensure attendance information appears on school websites

8.4 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.

Our schools will:

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

> Hold regular meetings with the parents/carers of pupils who the school considers
to be vulnerable, or are persistently or severely absent, to discuss attendance and
engagement at school

> Utilise the FLO to support pupils and families, this may include a home visit.

2 Support parents/carers to access wider support services to remove the barriers to
attendance

> Access governor support for reintegration meetings

9. Policy Review and Communication

This policy will be reviewed annually or when updates to guidance occur. Policy
approval is the responsibility of the trust board. In order to determine the effectiveness
of a policy the trust board will evaluate the impact through analysis of data, lead trustee
and lead governor activity, and school visits.
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Parents/carers should be sent a copy of this policy with any initial information when
pupils join a school, and reminded of it at the beginning of each school year, and
whenever it is updated.

When communicating with parents/carers, form tutors/teachers to include mention of
attendance in order to support raising the profile, including positive comments where
attendance is above 95%.

An assembly about attendance will be held in September to ensure pupils are alert to
expectations and impact. The slides from this will be published on the attendance
page of school websites.

10. Links with Other Policies
This policy links to the following policies:

? Child Protection and Safeguarding Policy

? Relationships & Behaviour Policy

> Against Bullying Policies — view each school’s website

? Supporting Children with Medical Needs Policy

? Children with Health Needs who Cannot Attend School Policy
? Special Educational Needs and Disabilities Policy

13


https://www.horncastleeducationtrust.org/docs/policies/Child_Protection_and_Safeguarding_Policy.pdf
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https://www.horncastleeducationtrust.org/docs/policies/Supporting_Children_with_Medical_Needs_Policy.pdf
https://www.horncastleeducationtrust.org/docs/policies/Children_with_Health_Needs_who_Cannot_Attend_School_Policy.pdf
https://www.horncastleeducationtrust.org/docs/policies/SEND_Policy.pdf

Appendix A: DfE Attendance Codes

Code

Y1

Y2

Y3

Y4

Y5

Y6

Y7

Definition
Present (am)
Present (pm)

Late arrival

Off-site educational
activity - school

Dual registered

Off-site educational
activity - LA

Sporting activity

Educational trip or visit

Work experience

Daily Attendance

Scenario

Pupil is present at morning registration
Pupil is present at afternoon registration
Pupil arrives late before register has closed

Pupil is at a supervised off-site educational activity approved by
the school

Pupil is attending a session at another setting where they are
also registered

Attending education provision arranged by the local authority

Pupil is participating in a supervised sporting activity approved
by the school

Pupil is on an educational visit/trip organised, or approved, by
the school

Pupil is on a work experience placement

Administration Codes

Lack of access
arrangements

Not required to be in
school

Lack of regular transport

Widespread transport
disruption

Partial site closure

Full site closure

Detained

Public health
guidance/law

Other unavoidable cause

Not on admission register

Planned school closure

Unable to attend the school because of a lack of access
arrangements

Pupil of non-compulsory school age is not required to attend

Unable to attend due to transport normally provided not being
available

Unable to attend due to widespread disruption to travel

Unable to attend due to part of the school premises being closed

Unable to attend due to the whole school site being
unexpectedly closed

Unable to attend as pupil is in criminal justice detention

Unable to attend in accordance with public health guidance or
law

Unable to attend because of any other unavoidable cause
Prospective pupil not on admission register

Planned whole school closure e.g. school holidays/bank
holidays, professional development days
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Code

c1

C2

J1

Authorised Absence

Definition

Performance or
employment abroad

Part-time timetable

Suspended or excluded

lliness

Interview/admission

Medical/dental
appointment

Religious observance

Study leave

Parents occupational
travel

Scenario

Leave of absence for the purpose of participating in a regulated
performance or undertaking regulated employment abroad.

Leave of absence for a compulsory school age pupil subject to a
part-time timetable

Suspended or permanently excluded and no alternative provision
made

School has been notified that a pupil will be absent due to iliness

Interview for employment or for admission to another educational
institution

Pupil is at a medical or dental appointment

Pupil is taking part in a day of religious observance

Leave of absence for the purpose of studying for a public
examination

Parent travelling for occupational purposes

Unauthorised Absence

Unauthorised holiday

Reason not provided

Other or unknown reason

Arrival after registration

Pupil is on a holiday that was not approved by the school

Pupil is absent for an unknown reason (this code should be
amended within 5 school days when the reason emerges, or
replaced with code O if no reason for absence has been provided
after this time period)

Absent in other or unknown circumstances

Pupil arrived at school after the register closed
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Appendix B: School Information

The Banovallum School

Registration Times AM: Registration closes at 08:50
PM: Registration closes at 14:45
08:45 Registration & Assemblies
09:10 Movement bell for period 1
09:15-10:15 Period 1
10:15 -11:15 Period 2
11:15-11:40 Break

Times of the School Day 11:35 Movement bell for period 3
11:40 — 12:40 Period 3
12:40 - 13:40 Period 4
13:40 — 14:30 Lunch
14:30 Movement bell for period 5
14:35 - 15:35 Period 5

Telephone: 01507 522232
Reporting Absence Email: admin@banovallumschool.co.uk
Notify before: 08:30

Please make any request in writing to the Headteacher.
This can be submitted via email
How to request Authorised to admin@banovallumschool.co.uk marked for attention of
Absence the Headteacher. Requests will be considered on a case-by
case basis and you may be asked for further information to
support your request.

Attendance Officer: Miss P Kingswood

For su.pport with attendance Your child’s Form Tutor
matters:
Senior Leader Responsible for

Attendance: Mr J Billinghurst

Daily Attendance Monitoring Process:
= A textis sent to parents/carers to alert them if a pupil is not present at registration.
= Upon receipt, parent/carer should contact the Attendance Officer.

= If noresponse is received, the Attendance Officer will telephone parents/carers to confirm pupil’s

whereabouts.
= These routines happen daily during an absence as part of our safeguarding procedures.

= Should attendance fall below 95% a letter will be sent to parents alerting them to the situation

and impact upon learning and development.

= Where attendance falls below 90%, a further letter is sent and parents/carers are invited into

school to discuss a strategy for improvement. Refer to sections 7 and 8.

= Where there are significant concerns, and as a last resort, legal sanctions may be applied. Refer

to section 6.


mailto:admin@banovallumschool.co.uk
mailto:admin@banovallumschool.co.uk

Appendix B: School Information

\ 2 West Fen

PRIMARY SCHOOL

Registration Times

Times of the School Day

Reporting Absence

How to request Authorised
Absence

Attendance Officers:

For support with attendance
matters:

Senior Leader Responsible for
Attendance:

AM: Registration closes at 08:50
PM: Registration closes at 13:20
08:45 Registration
08:45 -10:15 Lesson 1

10:15 - 10:45 Break

10:45 - 12:15 Lesson 2

12:15 - 13:15 Lunch

13:15 - 15:15 Lesson 3

Telephone: 01205 750291
Email: enquiries@westfen.lincs.sch.uk
Notify before 08:45

Use this link to download a request form.

Mrs D Skinner & Mrs L Hawkins

Your child’s Teacher

Mr D Davey

Daily Attendance Monitoring Process:

= A textis sentto parents/carers to alert them if a pupil is not present at registration.

= Upon receipt, parent/carer should contact the Attendance Officer.
= |f no response is received, the Attendance Officer will telephone parents/carers and continue to
call until contact is made and the pupils whereabouts known.

= These routines happen daily during an absence as part of our safeguarding procedures.

= Should attendance fall below 95%, a letter will be sent to parents alerting them to the situation
and impact upon learning and development.
= Where attendance falls below 90%, a further letter is sent and parents/carers are invited into
school to discuss a strategy for improvement. Refer to sections 7 and 8.
= Where there are significant concerns, and as a last resort, legal sanctions may be applied. Refer

to section 6.
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mailto:enquiries@westfen.lincs.sch.uk
https://horncastletrust.greenhousecms.co.uk/docs/forms/Primary_School_-_Request_for_Leave_of_Absence_in_Exceptional_Circumstances.pdf

Appendix B: School Information

AT Huttoft Primary
Reaame il & Nursery School

Huttoft Primary School

Reqistration Times AM: Registration closes at 08:45
9 PM: Registration closes at 13:05
08:30 Registration
08:35 Lesson 1
10:15-10:30 Break (Reception & KS1)
. 10:30 — 10:45 Break (KS2 — Years 3 & 4)
Times of the School Day 10:45 — 11:00 Break (KS2 — Years 5 & 6)
12:00 — 12:45 Lunch (Reception & KS1)
12:15-13:00 Lunch (KS2)
15:00 End of Day

Telephone: 01507 490284
Reporting Absence Email: office@huttoft.lincs.sch.uk
Notify before: 08:30

How to request Authorised Use this link to download a request form.
Absence

Attendance Officer: Miss K Warsap

For su.pport with attendance Your child’s Teacher
matters:
Senior Leader Responsible for

Attendance: Mr D Davey

Daily Attendance Monitoring Process:

= Atextis sent to parents/carers to alert them if a pupil is not present at registration.

= Upon receipt, parent/carer should contact the Attendance Officer.

= |f no response is received, the Attendance Officer will telephone parents/carers and continue to
call until contact is made and the pupils whereabouts known.

= These routines happen daily during an absence as part of our safeguarding procedures.

= Should attendance fall below 95%, a letter will be sent to parents alerting them to the situation
and impact upon learning and development.

= Where attendance falls below 90%, a further letter is sent and parents/carers are invited into
school to discuss a strategy for improvement. Refer to sections 7 and 8.

= Where there are significant concerns, and as a last resort, legal sanctions may be applied. Refer
to section 6.
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https://horncastletrust.greenhousecms.co.uk/docs/forms/Primary_School_-_Request_for_Leave_of_Absence_in_Exceptional_Circumstances.pdf

Queen Elizabeth's Grammar School

Registration Times AM: Registration closes at 08:55
PM: Registration closes at 14:05
08:50 — 08:55 Pupils to Form Rooms
08:55 - 09:15 Registration
09:15 - 10:05 Period 1
Changeover 5 minutes
10:10 — 11:00 Period 2
11:00 — 11:25 Break
Times of the School Day 11:25-12:15 Period 3
Changeover 5 minutes
12:20 - 13:10 Period 4
13:10 - 14:00 Lunch
14:00 — 14:50 Period 5
Changeover 5 minutes
14:55 — 15:45 Period 6

Telephone: 01507 522465
Reporting Absence Email: absence@qegs.lincs.sch.uk
Notify before: 08:50

Please make any request in writing to the
Headteacher. This can be submitted via email

to enquiries@gegs.lincs.sch.uk marked for attention
of the Headteacher. Requests will be considered on
a case-by case basis and you may be asked for
further information to support your request.

How to request Authorised Absence

Attendance Officer: Mrs K Midgley & Miss J Wright
For support with attendance matters: Your child’s Form Tutor

Senior Leader Responsible for Attendance: Mr T Randman

Daily Attendance Monitoring Process:

= Atextis sent to parents/carers to alert them if a pupil is not present at registration or lesson 1.

= Upon receipt, parent/carer should contact the Attendance Officer.

= If noresponse is received, the Attendance Officer will telephone parents/carers and continue to call
until contact is made and the pupils whereabouts known.

= These routines happen daily during an absence as part of our safeguarding procedures. If the
Attendance Officer is unable to reach a parent/carer they will speak to the Designated Safeguarding
Lead to decide is there is a safeguarding risk.

= Should attendance fall below 95%, Form Tutors will discuss the matter with students, and with
parents where appropriate, alerting them to the situation and impact upon learning and development.

» Where attendance falls below 90%, a letter is sent to parents/carers raising the concern. Should
attendance not improve, parents/carers are invited into school to discuss a strategy for improvement.
Refer to sections 7 and 8.

= Where there are significant concerns, and as a last resort, legal sanctions may be applied. Refer to
section 6.
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