[image: school logo colour]


St. Mary’s Church of England VC Infant School

‘Sharing, Caring, Learning and Loving with God’

St Mary’s Way
Baldock
SG7 6HY

www.stmarysinfants.herts.sch.uk

Tel:  01462 892347



Attendance Policy




Policy Review: 

This Policy will be reviewed every 2 years.

	Reviewed
	November 2025

	Next Review
	November 2027






Our Vision
We aspire to be a community living life in all its fullness. We share, care, learn and love with God, valuing the dignity and respect of all humanity and creation. Through the power of the Holy Spirit Jesus’ Kingdom comes and everyone can flourish together.
Our Mission
‘Sharing, caring, learning and loving with God.’
Our Values
Friendship, Perseverance, Respect, Trust, Thankfulness, Humility, Generosity, Forgiveness, Courage, Peace, Compassion, Responsibility
Our 6 Key ideals that underpin our vision

	
	Uphold the Values of God
	

	Nurture Creativity, Encourage Curiosity
	Learning Together, Flourishing Together
	Connecting Communities

	
	Stimulating Surroundings
	

	
	One Message 

	


Understanding our vision
Our 6 key ideals were created through the input of all stakeholders as being important factors in what we want from our school every day.
‘We aspire to be a community living life in all its fullness’ (John 10:10) Church of England vision for Education
‘Sharing, Caring, Learning and Loving with God’ (School’s mission statement)
‘Valuing the dignity and respect of all humanity and all creation’ (Reference to Jonah and the Whale and the Church of England vision)
 ‘Through the power of the Holy Spirit’ (The importance of the Holy trinity and that we can’t do it alone. We must work together.)
‘Jesus’ kingdom comes.’  (Themed verse, Lord ’s Prayer and the goal of the school for us to create a peaceful and successful kingdom)
Flourish: Achievement
Together: Community 


Table of Contents
Statement of Intent	4
Promoting good attendance	4
Roles and Responsibilities:	4
Responsibilities of the school’s attendance leader	4
Responsibilities of classroom staff	5
Responsibilities of Governors	5
Responsibilities of parents/carers	5
Recording attendance	5
Lateness/punctuality	6
What to do if my child is absent?	6
First day absence	6
Second day of unexplained absence	6
Ten days unexplained absence	6
Continued or ongoing absence	7
Serious or prolonged illness	7
Requesting proof of absence	7
Request for leave of absence	7
Understanding types of absence	8
Legal Measure for failing to ensure regular school attendance	8
Legal Measures for tackling persistent absence or lateness	8
Penalty Notices	8
Legal Action taken under Section 444(1) and (1a) Education Act 1996	9
My child is trying to avoid coming to school. What should I do?	9
What can I do to encourage my child to attend school?	9
Leavers	10
Absence through child participation in public performances, including theatre, film or television and modelling	10
Absence through competing at regional, county or national level for sport	10
Gypsy, Roma, Traveller and Showman families	10
The Admission and Attendance Register	10
Appendix 1  Term Time Leave of Absence Request Form	13
Appendix 2 – Leave of Absence Decision Making Flowchart	15
Appendix 3 – Flowchart for Monitoring Absence	16





This policy should be read in conjunction with any time bound County and National guidance regarding, for example, the coding and reporting for Covid related absences.
[bookmark: _Toc87276234]Statement of Intent

For a child to achieve their full educational potential a high level of school attendance is essential. We are committed to providing an education of the highest quality for all our pupils and endeavour to provide an environment where all pupils feel valued and welcome. Parents and pupils play a part in making our school successful. Every child has a right to access the education to which he/she is entitled. Parents and teachers share the responsibility for supporting and promoting excellent school attendance and punctuality for all. It is our duty to consistently strive to achieve a goal of 100% attendance for all children. The minimum acceptable attendance target at St Mary’s Infants School is 96%. Every opportunity will be used to convey to pupils and their parents or carers the importance of regular and punctual attendance. For the children to take full advantage of the educational opportunities offered it is vital your child is at school, on time, every day the school is open, unless the reason for the absence is unavoidable. The routines children develop around attendance and punctuality at school are the same as the expectations of any future employer in the world of work. High attainment, confidence with peers and staff, and future aspirations depend on good school attendance.

Good attendance is important because:

· statistics show a direct link between educational achievement and absence levels
· regular attenders make better progress, both socially and academically
· regular attenders find school routines, schoolwork and friendships easier to maintain
· regular attenders find learning more satisfying
· regular attenders find transition points easier to manage
[bookmark: _Toc87276235]Promoting good attendance

The foundation for good attendance is a strong partnership between the school, parent/s and the child. The Home School Agreement will contain details of how we will work with parents and our expectations of what parents will need to do to ensure their child achieves good attendance. To help us all to focus on this we will:

· provide information on all matters related to attendance in our weekly newsletter and website
· report to you on how your child is performing in school, what their attendance and punctuality rate is and how this relates to their attainment
· celebrate good attendance
[bookmark: page2]

[bookmark: _Toc87276236]Roles and Responsibilities:
[bookmark: _Toc87276237]Responsibilities of the school’s attendance leader
The Deputy Head will oversee, direct and co-ordinate the school’s work in promoting regular and improved attendance and will ensure the attendance policy is consistently applied throughout the school. This person will also ensure that attendance is both recorded accurately and analysed. She will ensure that attendance issues are identified at an early stage and that support is put in place to deal with any difficulties. If absence is frequent or continuous, except where a child is clearly unwell, staff will discuss with parents/carers the reasons for their child’s absence and will encourage them to keep these to a minimum. A note or explanation from a pupil’s home does not mean an absence becomes authorised. The decision whether or not to authorise an absence will always rest with the Headteacher.

[bookmark: _Toc87276238]Responsibilities of classroom staff
· Ensure that all students are registered accurately.
· Promote and reward good attendance with students at all appropriate opportunities.
· Liaise with the attendance lead on matters of absence and punctuality.
· Communicate any concerns or underlying problems that may account for a child’s absence.
· Support pupils with absence to engage with their learning once they are back in school.

[bookmark: _Toc87276239]Responsibilities of Governors
· Ensure compliance with The Education (Pupil Registration) (England) Regulations 2006, as amended
· Adopt an Attendance Policy and review it annually 
· Agree targets for attendance at School
· Ensure that they receive reports from the Headteacher regarding school attendance as part of the school monitoring or school profiling exercise
· Where the school is not meeting its attendance target, or when the Governors believe there is cause for concern, to require a review of the systems and procedures in place to promote good attendance 
· To promote the strong link between attendance and educational attainment to parents and pupils where appropriate and ensure that the school attendance policy and procedures are communicated effectively
· Authorise the Headteacher (or other designated person) to consider and make decisions regarding leave of absence requests.
· Work with the Headteacher in establishing criteria against which leave requests will be considered. This is important to ensure the process is equitable and consistent
[bookmark: page3]
[bookmark: _Toc87276240]Responsibilities of parents/carers
Ensuring a child’s regular attendance at school is a parent/carer’s legal responsibility (Section 7 Education Act 1996) and permitting absence from school that is not authorised by the school creates an offence in law.

A ‘parent’ is defined in Section 576 of the Education Act 1996 and is defined as follows;
· All biological parents, whether they are married or not
· Any person who, although not a biological parent, has parental responsibility for a child or young person
· Any person who, although not a biological parent, has care of a child or young person (having care of a child or young person means that the child lives with and is looked after by that person, irrespective of what their relationship is).

Parents will:
· Inform the school on the first day of absence due to illness, or prior to absence for planned absences
· Discuss with the class teacher any planned absences well in advance
· Support the school with their child in aiming for 100% attendance each year
· Make sure that any absence is clearly accounted for by telephone or email on the first and subsequent days of absence, or by letter if a phone is unavailable
· Avoid taking their child out of school for non-urgent medical or dental appointments only request leave of absence if it is for an exceptional circumstance.
· If any medical appointments are made during school hours, medical appointment letters, texts or emails must be shown to the school office. It must be reiterated however that any such appointments should be emergency only and outside of school hours. 
[bookmark: _Toc87276241]Recording attendance
Legally the register must be taken twice daily. Once at the beginning of the school day and again in the afternoon
[bookmark: _Toc87276242]Lateness/punctuality
It is important to be on time at the start of the morning and afternoon sessions and also to lessons. The start of school is used to give out instructions or organise work. If your child is late, they can miss time with their class teacher getting vital information, cause disruption to the lesson for others, and it can be embarrassing leading to possible further absence.

· All lateness is recorded daily. This information will be required by the courts, should a prosecution for non-attendance or lateness be necessary.
· [bookmark: page4]Arrival after the close of registration will be marked as unauthorised absence and coded U in line with the Department of Education guidance. This mark shows them to be on site, but is legally recorded as an unauthorised absence.
· If a pupil is late due to a medical appointment, they will receive an authorised absence, coded M. Please be advised that, where possible, doctor and dentist appointments are to be made outside of school hours or during school holidays.
· Punctuality at school is vital and registers should not be kept open for an extended period of time. 

Pupils who are consistently late are disrupting not only their own education but also that of the other pupils. Ongoing and repeated absent lates (U code) are unauthorised absences and maybe be subject to legal action (see Section 6 for further detail). Parents, guardians or carers of pupils who have patterns of lateness will be contacted to discuss the importance of good time keeping and how this might be achieved. If lateness persists parents, guardians or carers will be invited to attend the school and discuss the problem and support offered. If support is not appropriate or is declined, the school will refer the matter to the Attendance Improvement Office at Hertfordshire County Council.
[bookmark: _Toc87276243]What to do if my child is absent?
[bookmark: _Toc87276244]First day absence
A child not arriving at school where the parents haven’t informed the school is considered a safeguarding matter. This is why information about the reason for any absence is always required. If your child is absent, you must:

· Contact us as soon as possible (ideally by 9am) on the first day of absence via phone or email explaining why the child cannot attend
· If we do not hear from you by 9:30 and cannot get hold of priority contact 1, we will make contact with the next emergency contacts held on the system

If your child is absent and we haven’t heard from you, we will:

· telephone or text you on the first day of absence – this is because we have a duty to ensure your child’s safety as well as their regular school attendance
· If we are unsuccessful in making contact with a relevant parent/guardian as per our safeguarding responsibility we may need to inform outside agencies
· home visits may be undertaken and this may be on day one where there are concerns for the wellbeing or safeguarding of anyone within the household

If absence persists, we will invite you in to discuss the situation with our attendance officer and/or pastoral leaders and Headteacher and refer the matter to the Hertfordshire County Council’s Integrated Services for Learning (ISL) Attendance Team.

[bookmark: _Toc87276245]Second day of unexplained absence
[bookmark: page5]If your child is not seen and contact has not been established with any of the named parents/carers, after two days of absence the school is required to consider implementing the child missing in education procedures as set down by Hertfordshire County Council. We will make all reasonable enquiries to establish contact with parents/carers and the child and school staff will visit the home address as detailed on the child’s record.  If contact cannot be established, we will call 101 to ask the Police to make a welfare check on the child.

[bookmark: _Toc87276246]Ten days unexplained absence
We have a legal duty to report the absence of any pupil who is absent without an explanation for 10 consecutive days. If the child is not seen and contact has not been established with the named parent/carer then the local authority is notified that the Child is Missing Education. Staff from the Integrated Services for Learning (ISL) Attendance Team will visit the last known address and alert key services to locate the child. So help us to help you and your child by making sure we always have an up-to-date contact number and home address. There will be regular checks on telephone numbers once a year.
[bookmark: _Toc87276247]Continued or ongoing absence
If your child misses 39 or more half day sessions across the school year, for whatever reason, they are defined as a persistent absentee. Absence for whatever reason disadvantages a child, by creating gaps in his or her learning. Research shows that these gaps at whatever level affects attainment. We monitor all absence thoroughly and all attendance data is shared with the Local Authority and the Department for Education.

All our persistent absentee pupils and their parents are subject to an Attendance Plan or home school contract.  Should this not be appropriate, or parents refuse to work with the school, in agreement with Hertfordshire County Council’s Attendance Improvement Office (AIO), the school will refer the child/family to them.  The AIO will request an ‘Early Intervention Meeting’ between the AIO and the parents to agree actions on how the situation can be improved.  

[bookmark: _Toc87276248]Serious or prolonged illness
In cases of absence due to serious or prolonged illness, the school will discuss with parents on an individual basis about the possibility of a phased return to school.  School can plan with parents to provide education at home for pupils who are likely to be absent for a number of weeks due to health issues.  If appropriate, the school will contact the Educational Support for Medical Absences team (ESTMA) to see if home tutoring can be arranged.

[bookmark: _Toc87276249]Requesting proof of absence
Where a child’s average attendance reaches 96%, and they are not absent due to a serious or prolonged illness, the school may request evidence of absences (including sickness), such as doctor’s appointment cards or hospital appointment letters, to be able to authorise these absences. If medical evidence is provided (such as a prescription, hospital notes etc) and it has been within the 3 days of absence this will suffice as a professional having seen the child within their time off school. Where medical evidence cannot be provided, and the school have not seen the child for 3 days or more, we will require parents to facilitate a video call so we can see the child.

[bookmark: _Toc87276250]Request for leave of absence
The Education (Pupil Registration) (England) Regulations state that Headteachers may not grant any leave of absence during term time unless there are exceptional circumstances. It is important to note that Headteachers can determine the length of the authorised absence, as well as whether absence is authorised at all. The fundamental principles for defining exceptional are rare, significant, or unavoidable, which means the event could not reasonably be scheduled at another time. Circumstances where absences may be regarded as exceptional will vary from school to school and family to family.

There is, however, no legal entitlement for time off in school term time to go on holiday and in the majority of cases holiday will not be authorised. Parents/carers wishing to apply for leave of absence need to fill in a form available from the office in advance and before making any travel arrangements. As per our strict safeguarding regime we must be confident we know the whereabouts of the child/ren during school hours whereby they are the school’s responsibility. If term-time leave is taken without prior permission from the school, the absence will be unauthorised and if the total number of sessions of absence reaches the thresholds in Hertfordshire County Council Penalty Notice Code of Conduct, parents/carers may be issued with a penalty notice or other legal action in accordance with the code.  See section entitled ‘Penalty Notices’ for full details.

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

For national guidance refer to:
[bookmark: page6]
1 School attendance, 2016, located at: www.gov.uk/government/publications/school-attendance
[bookmark: _Toc87276251]Understanding types of absence

Pupils are expected to attend school every day for the entire duration of the academic year, unless there is an unavoidable reason for the absence. There are two main categories of absences:

· authorised absence: is when the school has accepted the explanation offered as satisfactory justification for the absence or given approval in advance for such an absence. If no explanation is received, absences cannot be authorised
· unauthorised absence: is when the school has not received a reason for absence or has not approved a child’s leave absence from school after a parent’s request.

Unauthorised absences are likely to include parents allowing their child/ren permission to be off school unnecessarily, such as for
· shopping, birthdays, to look after siblings
· truancy before or during the school day
· absences which have not been explained
· failure to provide proof of appointments/illness where this has been requested

A school can, if needed, change an authorised absence to an unauthorised absence and vice versa if new information is presented. Any changes will be communicated to parents/carers. An example of this would be where a parent states a child is unwell but on return to school there is evidence they have been on holiday.

[bookmark: _Toc87276252]Legal Measure for failing to ensure regular school attendance

Section 7 of The Education Act 1996 requires parents to secure the education of their children of compulsory school age.

The parent of every child of compulsory school age shall cause him to receive efficient full-time education suitable—

(a) to his age, ability and aptitude, and

(b) to any special educational needs he may have, either by regular attendance at school or otherwise

[bookmark: _Toc87276253]Legal Measures for tackling persistent absence or lateness

The following legal measures may be used for pupils of compulsory school age who are registered at a school and are not attending regularly:

Penalty Notices: The Anti-Social Behaviour Act 2003
Magistrates Court Action under Sec 444 (1) and (1a) of the Education Act 1996

[bookmark: _Toc87276254]Penalty Notices
Hertfordshire County Council’s Code of Conduct for Penalty Notices states that where a child has had 15 unauthorised sessions absences in the current and/or previous terms (a session is a half day), the school may request a penalty notice be issued. The absences may have occurred in a single block, a series of odd days/lates after registers closed, and/or unauthorised holiday.  The code of conduct is a statutory document that ensures that the powers for this legal sanction are applied consistently and fairly across all schools and their families within the authority.

Penalty Notices can be issued when

· a pupil has taken holiday during term-time and the absence has not been authorised by the school, providing the school has taken into account DfE guidance to inform its decision-making
· where the school believes that the sanction will lead to an improvement in attendance, e.g. persistent late arrival at school; parents’ failure to attend/co-operate at a parenting contract meeting

Parents and carers will be warned about the possibility of a penalty notice being requested for unauthorised absence by a letter, the school’s attendance policy and website.

If more than one parent has parental responsibility, both parents will receive a Penalty Notice. In situations where there is more than one pupil in a family with irregular school attendance, multiple penalty notices can be issued to the same parents during the year. However, this action must be subject to careful consideration and co-ordination.

[bookmark: _Toc87276255]Legal Action taken under Section 444(1) and (1a) Education Act 1996
Where the school has tried to address a pupil’s unauthorised absences but the measures taken have been unsuccessful, it can then refer on to the Local Authority School Attendance Officer. If there is either no improvement in the attendance nor satisfactory evidence provided for the absences following their intervention, then it is likely legal action at Magistrates Court will be initiated.

Sanctions available to the court are as follows;

· a fine of up to £2,500
· a conditional discharge – you will be given a set amount of time in which to improve your child’s attendance. Should you fail, the Council may bring a further prosecution against you and, if found guilty, you will be sentenced for both offences
· an absolute discharge – the case is proved but you will not be subject to a penalty, although you will receive a conviction
· a community order such as unpaid work, curfew or tagging 
· imprisonment - for up to three months

[bookmark: _Toc87276256]My child is trying to avoid coming to school. What should I do?
Children are sometimes reluctant to attend school. Any problems with regular attendance are best sorted out between the school, the parents/carers and the child. If a child is reluctant to attend, then it is better not to cover up their absence or to give into pressure to excuse them from attending. This gives the impression that attendance does not matter and may also make things worse. Contact your child’s teacher immediately and openly discuss your worries. Your child could be avoiding school for a number of reasons for example; difficulties with schoolwork, friendship problems or family difficulties. It is important that we identify the reason for your child’s reluctance to attend school and work together to tackle the problem. In some cases, you may find it helpful to discuss the circumstances of your child’s difficulties with another professional.
[bookmark: _Toc87276257]What can I do to encourage my child to attend school?
Make sure your child gets enough sleep and gets up in plenty of time each morning. Ensure that he/she leaves home in the correct clothes and properly equipped. Show your child, by your interest, that you value his/her education.

For many parents, your child attending school may be your first experience of being separated from them. This can seem daunting at first for both of you, but consistency and a caring, supportive home and school life will make the transition a quick and easy experience for you both.

[bookmark: _Toc87276258]Leavers
If your child is leaving our school other than at the normal transition time at the end of Year 2, parents are asked to:

· Give the School Business Manager comprehensive information about their plans, including any date of a move and your new address and telephone numbers, your child’s new school and the start date when known. This should be submitted to our school in writing

· If pupils leave and we do not have the above information, then your child is considered to be a child missing education. This requires schools and local authorities to then carry out investigations to try and locate your child, which may include liaising with Children’s Services, the Police and other agencies. By giving us the above information, these investigations can be avoided.
[bookmark: page9]9

[bookmark: _Toc87276259]Absence through child participation in public performances, including theatre, film or television and modelling
A parent can seek leave of absence from a school for their child to take part in a performance. They must however contact the Headteacher to discuss the nature and frequency of this, the impact that this may have on their child’s education, whether the child has a valid performance licence and whether education will be provided by the employer during any future leave of absence. It is, however, down to the Headteacher’s discretion as to whether to authorise this. Any absence recorded as part of a child’s participation in a public performance is recorded as C, an authorised absence.
[bookmark: _Toc87276260]Absence through competing at regional, county or national level for sport

Parents can seek leave of absence from school for their child to take part in regional, county, national and international events and competitions. It is, however, down to the Headteacher’s discretion as to whether to authorise this and they will wish to discuss with you the nature and frequency of the absence and how learning will continue if absence occurs. Permission for your child to leave early or arrive late to attend coaching and training sessions is also at the discretion of the Headteacher and is not likely to be approved if it is a regular event, unless the sports club or association is providing an education tutor as part of their coaching. The regulations related to children participating in public performances are separate to those around authorising leave of absence. Headteachers can authorise this absence. 
[bookmark: _Toc87276261]Gypsy, Roma, Traveller and Showman families

The absence of a child from a Traveller family who has left the area can be authorised if the absence is for the parent’s work purposes only and it is believed that the family intends to return. A school cannot remove a Traveller child from the school roll whilst they are travelling. When the child is travelling the school holds the place open and records the absence as authorised by using the T code. Distance learning packs for Traveller children are not an alternative to attendance at school although may offer support to the pupil whilst they are away. Please note that pupils must have attended 200 sessions in a rolling 12-month period to be able to use travelling for work purposes as a defence against prosecution. 

To ensure the continuity of learning for Traveller children, dual registration at two schools is allowed.
[bookmark: _Toc87276262]The Admission and Attendance Register

Amendments to the Admission Register and Attendance Register

Every amendment made to the admission register and the attendance register must include: the original entry; the amended entry; the reason for the amendment; the date on which the amendment was made; and the name and position of the person who made the amendment.

Preservation of the Admission Register and Attendance Register

Every entry in the admission register and attendance register must be preserved for a period of three years after the date on which the entry was made.
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St. Mary’s Church of England VC Infant School
St Mary’s Way, Baldock, Herts, SG7 6HY
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Headteacher: Miss Verity Edey    Deputy Head Teacher: Miss Moss
‘Sharing, Caring, Learning and Loving with God’

2nd September 2024
Application for Leave of Absence from School during term time.

Dear Parent/Carer, 
All schools by law must follow the Department for Education’s statutory guidance relating to school attendance. They must use the appropriate national attendance or absence code, and follow the criteria set out within the guidance. 
The statutory guidance states: 
• A leave of absence must not be granted unless there are exceptional circumstances and must be requested in advance. 
• A leave of absence must be requested in advance by a parent who the pupil normally lives with
 • Schools must judge each application individually, considering the specific facts and circumstances and relevant background context behind each request.
 • Where a leave of absence is granted, the school will determine the number of days a pupil can be absent from school. 
• A need or desire for a holiday or other absence for the purpose of leisure and recreation would not constitute an exceptional circumstance. 
• A school cannot grant a leave of absence retrospectively. If the parent did not apply in advance, the leave of absence should not be granted. 
• Where this guidance refers to a parent, the school and/or local authority will need to decide which adult(s) is most appropriate. 
Generally, parents include: 
• All natural parents, whether they are married or not. 
• All those who have parental responsibility. 
• Those who have day to day responsibility for the child. 
Please note all schools are expected to regularly inform parents about their child’s attendance and absence. Taking your child out of school during term time could be detrimental to their educational progress. If the absence is not authorised and the leave is taken, schools may refer to the Local Authority for legal action. Please find attached information regarding Helping Parents understand Penalty Notice Fines for School Attendance.


[image: Hertfordshire Local Offer | My Family Our Needs]Application for Leave of Absence from School during term time 
Dear Headteacher,
 I would like to request permission for leave of absence for my child, a pupil registered at your school for the reasons detailed below (further information can be attached if required).
	Pupil’s full name
	

	Pupil’s Date of Birth
	

	Year Group 
	

	Class
	

	Pupil’s full address and postcode

	

	First date of absence
	

	Last date of absence
	

	Date of return to school
	

	Number of school days absent

	


Please be aware, as per our school’s attendance policy and the Hertfordshire published Code of Conduct relating to school attendance, that the law requires parents to seek permission from the head teacher to take their child out of school during term time. The law states permission can only be granted if:
 1. An application has been made in advance by the parent the child normally lives with; and 
2. There are exceptional circumstances. Please also note that, if on the rare occasion circumstances are deemed exceptional by the head teacher, the duration your child is permitted to be away from school may only be determined by the head teacher.

	Reason for request including why you believe your circumstances to be exceptional. (Further details may be attached to this form)

	






	If you have a child/ren at another school/s, please detail their name/s and which school/s they attend below:

	Pupil’s name, name of school and school telephone number:

	

	

	



	Full name of person making request (note requests must be made by a parent who the pupil normally lives with) 
	

	Relationship to child
	

	Full address and postcode (if different from child’s above)
	

	Signature
	

	Date
	


[image: Hertfordshire Local Offer | My Family Our Needs]Application for Leave of Absence from School during term time. 
School Response 
	Dear (parent name)
	

	Copy sent to: (other parent)
	



Re: Application for Leave of Absence from School during term time
	Date of response from school
	

	Date application received by school
	



	Pupil’s full name
	

	Pupil’s Date of Birth
	

	Year Group
	

	Class
	

	Pupil’s full address and postcode
	

	Pupil’s percentage attendance year to date
	

	Number of sessions absent this academic year (total)
	

	Number of which are authorised Number of which are unauthorised
	



	Has this pupil had any previously recorded unauthorised leave of absence?
	

	Was a Penalty Notice Fine requested as a result?
	

	Are you aware of any Penalty Notice Fines that the parent or parents may have previously received for this pupil and/or a sibling/child for whom they hold parental/day to day care and responsibility?
	



	School response to parent/s request for leave of absence

	





	Number of requested sessions authorised
	

	Number of requested sessions unauthorised
	

	Date pupil required to return to school
	



	Headteacher Signature Headteacher 
	

	Name
	Miss Edey 

	Date
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Term Time Absence
Information for Parents

You are required under the Education Act (1996) to ensure your child attends school regularly.  There is, however, a discretionary power held by headteachers to authorise absence in extenuating circumstances.  The headteacher will only authorise absence during term time in accordance with this policy and will not authorise absences if they believe it is to the detriment of a child’s education.

Your request for your child’s absence from school to be authorised must fall in to one of the following categories:

· Where you have to take holidays at a time specified by your employer
· Service personnel returning from a tour of duty
· Where a holiday is recommended at part of you, or your child’s, rehabilitation from a medical or emotional issue
· Where you are considering emigration and wish to visit the country as part of your consideration
· To attend a wedding or funeral of a close family member that is taking place out of the area

Evidence would be required in each case.

The Headteacher will not, under any circumstances (including those mentioned above) authorise absence from school at the follow times:

· The first six weeks of any academic year (for all pupils)
· Transition day
· During year two SATs assessment period (for pupils in that year group)
· Year One phonics screening period (for pupils in that year group)
· Requests will only be considered for a pupil(s) where average attendance is at least 96%

If your request is approved, you are required to ensure your child catches up on any missed school work.  This is your responsibility and school are not obliged to provide work for your child to complete.  Any unauthorised absence will be recorded as such on your child’s record and this may result in legal proceedings against you, either through a Penalty Notice or the Magistrate’s Court.

Penalty Notices
With the implementation of the Anti Social Behaviour Act (2003), the local authority has statutory powers to tackle poor school attendance and/or unauthorised absence.  An unauthorised absence is any absence that the school has not given permission for or where an explanation has not been provided by the parent or carer.

Penalty Notices will be used as a deterrent to prevent a pattern of unauthorised absences developing.  They will be issued by post direct to the home of a parent/carer after possibly just one warning.  This includes pupils caught on the truancy sweeps, unauthorised family holidays and persistent late arrival after the close of registration.

If you believe at any stage that your child’s  absence from school may leave you liable for prosecution or a penalty notice, it is important you take action without delay to secure their regular attendance.
[bookmark: _Toc87276264]Appendix 2 – Leave of Absence Decision Making Flowchart
Are siblings named on form?

No
No
No
No
Yes
Yes
Yes
Yes
Request evidence
Evidence now received?
Are requested dates within a period of time that can be approved?
Yes
Authorise request and follow procedure outlined in Policy.
If necessary, consider in conjunction with other Heads
Do reasons for request meet categories listed in the Attendance Policy?
Decline request and follow procedure outlined in Policy
Is evidence provided?



No

[bookmark: _Toc87276265]Appendix 3 – Flowchart for Monitoring Absence

Attendance over rolling 6 weeks below 96% (unauthorised) (90% for illness)
All other unauthorized absence types
Unauthorised lates



Intendance Improves
Monitor
Attendance remains below 96%
Yes
Targets Missed
Targets Hit
Monitor
Issue Penalty Notice Formal Warning Letter
Parents don’t attend meeting
Issue letter advising targets Letter 3b
Meeting takes place
Action Plan in place
Letter 3a
Arrange meeting with parent & Deputy Head/Pastoral Lead
Letter 2
No
Attendance falls below 93%
Has threshold of 15 unauthorised absences in this and/or previous term been reached?
Illness
Issue Letter 1 and monitor
Issue Illness letter and monitor
Issue Lates letter and monitor

















































ATTENDANCE – FLOW CHART FOR PROCESS:
(At all times consider what the school’s educational offer is and ensure reasonable adjustments are made if appropriate)


Letter 1 – send if attendance falls below 96% (school’s decision on %rate)
Use individual pupil checklist to support 
Send Appendix A – FPN Warning Letter if unauthorised holiday/absence (codes U, O & G) – warning letter should be sent as soon as the first unauthorised absence occurs

PUNCTUALITY
Students who arrive after the registers have closed? am/pm should be unauthorised for that session – code U
(must not be later than 9.30am as per DfE guidance)
After 2 unauthorised sessions an Appendix A can be sent 



Letter 2 – send if attendance continues to fall: 93% (as above) and below
Consider whether medical evidence for absences may be required
Offer meeting to discuss attendance
Use individual pupil checklist to support 



Appendix A – FPN Warning letter if non-compliance/non-engagement with strategies recommended by school and absences are unauthorised – evidence will be required by LA if FPN application submitted
Appendix A can be sent after one day (2 sessions) of unauthorised absence 
[bookmark: _Hlk120893511]Consider whether an Attendance Early Assessment Meeting would be beneficial – evidence will be required that support has been put in place as per strategies on the individual pupil checklist and school have followed attendance processes.  All requests received will be assessed and reviewed by the Senior Manager, who will allocate to a LAAO for an attendance early assessment meeting if appropriate.  Schools are expected to invite parents to Early Assessment Meetings.



Weekly monitoring - 
When 15 sessions of unauthorised absence are reached, apply to Local Authority for FPN to be issued.
Note: a warning letter must be sent in the same term that any application is submitted.




Severely absent pupils – Pupils with 50% attendance or below
Make this group the top priority for support. This may include a whole family plan, consideration for an EHCP, or alternative form of educational provision.
Ensure you have an action plan showing you have followed processes and recommendations listed above.  
[image: ]
[bookmark: _Hlk120893563]Consider whether Statutory Casework should be the next step (A request for this is to be used when consideration is required in relation to statutory legal interventions).   Note that before any intervention is considered schools must be able to demonstrate that they have explored and implemented appropriate targeted support to remove barriers to attendance (use Individual Pupil checklist and Assess/Plan/Do/Review approach). 
[image: ]
Complete a Service Request Form (brief chronology of support offered & registration certificate) requesting statutory assessment.  All Service Request Forms received will be assessed and reviewed by the Senior Manager, who will allocate to a LAAO for an attendance statutory assessment if appropriate.  



Decision on who decides what ‘regular’ attendance is was ruled on in the High Court

Isle of Wight Council (Appellant) v Platt (Respondent) - 6 April 2017

As concluded in this case – “in section 444(1) of the Education Act 1996, 
“regularly” means “in accordance with the rules prescribed by the school”. 
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