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KEY CONTACITS:
SLT Spencer Bennett — spencer.bennett@kemnal-tkat.org
ATTENDANCE OFFICER Sarah Shepherd - attendance @kemnal-tkat.org
HOY Year7 Beth Herbert — beth.herbert@kemnal-tkat.org
Year 6 Millie Howard — millie.howard@kemnal-tkat.org
Year 9 Rabea Deramchi - rabea.deramchi@kemnal-tkat.org
Year 10 Sara O'Grady - sara.o’'grady@kemnal-tkat.org
Year 11 Lisa Cooper - lisa.cooper@kemnal-tkat.org
PASTORAL |Year7&8 Laura Turner — laura.turner@kemnal-tkat.org
LEADS Year 9 Linda Cappa - linda.cappa@kemnal-tkat.org
Year 10 & 11 | Michael Heron — michael.nheron@kemnal-tkat.org

INTRODUCTION

As part of the TKAT family, our shared and common purpose is to work together to ensure
that every child, whatever their background, receives a high-quality education. We
have a shared belief that excellent school attendance is a critical factor in your child’s
achievement at school and we are committed to helping every child and their family to
achieve this.

Excellent attendance is the responsibility of the whole school community. For your child
to gain the greatest benefit from their education they should be at school, on time, every
day the school is open unless the reason for the absence is unavoidable.

We appreciate that the barriers to accessing education can be wide and complex, both
within and beyond the school gates, and are often specific to individual pupils and
families. Improving attendance is everyone's business: effective communication and
joined-up working are paramount.

This policy considers our obligations under the equality act 2010 and the UN Convention
for the Rights of the Child.

The roles and responsibilities of the Trust, our School, parents and pupils, can be found in
Appendix C and how we manage absences in Appendix D.
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OUR SCHOOL COMMITMENT

Our School strives for 100% attendance for all pupils, however we appreciate that
children can be ill or have rare unavoidable absences for other reasons. Therefore, our
overall school target is at least 6% attendance.

All staff are made aware of how each of their roles impacts on attendance and
punctuality and that every member of staff, regardless of their role, can make a
difference (See Appendix C for 'Roles and Responsibilities'). All staff will receive training
commensurate with their roles.

The school will listen to and support pupils and parents/carers to achieve good
aftendance and punctuality and will work closely with them where absence is a cause
for concern.

We will report to you at least 3 times per year on how your son/daughter is performing in
school, including what their attendance and punctuality rate is and how this relates to
their attainment.

We will celebrate and reward good and improving attendance by displaying individual
and class achievements and through class competitions, certificates and other events.

OUR EXPECTATIONS OF PARENTS / CARERS

In line with government guidelines, we expect parents and carers to:

% Ensure your child attends every day the school is open except when a statutory
reason applies.

% Notify us as soon as possible when your child has to be unexpectedly absent (e.g.:
sickness).

< Only request leave of absence in exceptional circumstances and do so in
advance.

% Book any medical appointments around the school day where possible.

Further information on understanding attendance can be found in appendix A

ABSENCE PROCEDURES

The school day starts at 8:40 am and ends at 3:15 pm (Mon, Wed, Thur + Fri) and 2:55pm
(Tues). Pupils can access the school site for Magic Breakfast from 8am every day.
Students should arrive no later than 8:30 am to give them enough time to get to Form for
8:40 am.

An attendance register will be taken each school day at the start of the first session and
once during the second session. Students will be recorded as

X3

8

present

aftending an approved educational activity
absent

unable to attend due to exceptional circumstances

X3
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X3
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Regqisters will be recorded according to the Department for Education Attendance and

Absence codes and TKAT agreed operating procedures for coding and register
management.

IF YOUR CHILD IS ABSENT YOU MUST:

« Contact us before 8:30 am on the first day of absence and every further day of
absence until they return by phoning our absent line number 020 83007112.

% Provide medical evidence such as a doctor / consultant note if your
son/daughter’s attendance is below 90% and you have received a letter
informing you that their attendance is a cause for concern.

IF YOUR CHILD IS ABSENT WE WILL:

« Contact you on the day of absence if we have not heard from you.

« Contact you if your child has an attendance of less than 90% to inform you that
documentation will be required to authorise any absence due to iliness. This can
be a doctor’s note, hospital letter, appointment card, copy of prescription or
packaging from prescribed medication.

% Invite you in to discuss the situation with a member of staff if absences persist.

% Refer the matter to the Education Welfare Officer (EWO) or Local Authority Officer
if attendance is a concern.

WHO TO CONTACT AND WHERE

Reporting an absence on the day: Attendance Officer

Medical evidence explaining the absence should be sent to: atendance@kemnal-
tkat.org

More detailed support on attendance: SEAAS (South East Attendance Advisory Service)

The senior leader responsible for the strategic approach to attendance is: Mr Bennett
(Deputy Head)

For more information on types of absence please see Appendix A

For information on how we track and monitor attendance see Appendix B

PERSISTENT ABSENCE (PA)

In accordance with DFE guidance, your child becomes a ‘persistent absentee’ when
they miss 10% or more schooling across the school year for whatever reason. This means
19 or more days of absence over the whole year.

We monitor all absences thoroughly. Any case that is seen to have reached the PA mark
or is atf risk of moving towards that mark is given priority and Parents/Carers will be
informed of this immediately.

IN THESE CIRCUMSTANCES WE EXPECT PARENTS AND CARERS TO:

s Work with us and other agencies to help us understand your child’s barriers to
attendance.

—
(3,}
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% Proactively engage with the support offered which may include more formal

support such as a parenting contfract and / or a voluntary early help plan.
WE WILL:

« Put additional targeted support in place to remove any barriers, including working
with other partners where necessary.

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

+ Hold more formal conversations with parents and be clear about possible future
legal interventions where there is a lack of engagement.

% Intensify support through statutory children’s social care if we have safeguarding
concerns.

SEVERE ABSENCE (SA)

In accordance with DFE guidance, your child is considered to be a ‘severe absentee’ if
they are absent for more than 50% of their current attendance. This would mean over 95
days of absence over the whole year. Any pupil who is at this level of attendance is
deemed to be at serious risk of harm.

IN THESE CIRCUMSTANCES WE EXPECT PARENTS / CARERS TO:

s Work with us and other agencies to help us understand your child’s barriers to
attendance.
% Proactively engage with the support offered which will include more formal
support such as a parenting contract and / or a voluntary early help plan.
WE WILL:

X3

A

Continue support as for persistently absent pupils.

Agree a joint approach with the local authority and consider a whole family plan,
EHCP, or alternative form of education provision.

« Consider, through the local authority, conducting a full children’s social care
assessment and build attendance into children in need and child protection plans
where they exist.

X3

A
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TERM TIME LEAVE OF ABSENCE AND HOLIDAYS

The school will only consider a formal application (See Appendix E) for a leave of
absence at least one month in advance of the dates requested. Only exceptional
circumstances will warrant a leave of absence. We will consider each application
individually and take info account exceptional circumstances. Our policy is not to
authorise _any family holiday during term-time unless there are exceptional
circumstances.

The following factors will be considered:

DS

» Can this event take place in the school holidays?e

» What the current level of attendance is and unauthorised absence over the year
to date.

» Any leave of absence taken previously.

» The time requested linked to examination / assessment period.

DS

DS

DS
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s Age and year group of the pupil.

The school will not consider

R/

< The availability of cheaper holidays.

< The availability of the desired location.

s Anoverlap at the beginning or end of school term.

% The working pattern or availability of parental holiday entitlement.
Any period of leave taken without the authorisation of the school, or in excess of that
agreed, will be classed as unauthorised and will be referred to the Local Authority to issue
a Fixed Penalty Noftice fine.

VULNERABLE CHILDREN

It is recognised widely that some groups of pupils are more vulnerable to poor attendance
than others. Pupils with medical needs, SEN, Disabilities, Young Carers, Pupils with a social
worker or in receipt of the pupil premium are likely to require more targeted support. These
groups will be carefully monitored and intervention targeted appropriately. In exceptional
cases, schools can gain advice from the TKAT Central Inclusion team.

The school recognises that “all schools (including academies) must agree with the
relevant local authority, the regular interval that the school will inform the local authority
of any pupil who fails to attend school regularly, or has been absent without the school’s
permission for a continuous period of 10 days or more”, (DfE guidance, October 2016)

LONG TERM ABSENCE AND REINTEGRATION TO SCHOOL
PUPILS WITH MEDICAL CONDITIONS, SPECIAL EDUCATIONAL NEEDS AND DISABILITIES

If a student with a diagnosed medical condition has a period of long term absence,
parents/carers need to contact the SENCo, who will work alongside the attendance staff
to ensure a designated key worker is identified. The key worker will be responsible for
collecting work, or checking it has been set on Google classroom and arranging for it to
be collected and returned.

If a student is off school for more than two weeks, the key worker will arrange regular
contact with the parents/carers to go through work that has been set and to discuss the
next phase of support. If meetings are conducted in school, it is advised that the student
should aftend so that they can ask any questions about the work and so that they can
maintain their contact with the school. In exceptional circumstances, where a student is
unable to aftend these meetings in school, home visits may be carried out by the key
worker.

Following a period of long term absence due to health problems, reintegration will be
supported to enable pupils to re-engage with their learning as smoothly as
possible. Meetings will be held with the SENCo, a member of the pastoral feam, medical
professionals (as appropriate) and the parents/carers and pupil to ensure that the
reintegration is structured to facilitate a smooth fransition. Where appropriate,
personalised timetables and supported lessons will be arranged, to allow for a phased
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return to school. Social time is also supported so that pupils who have been absent for
prolonged periods can feel confident as they reconnect with their peers.

PART-TIME TIMETABLES

A part-time timetable will only be in place for the shortest time necessary and will not be
treated as a long term solution. It will be time limited with regular two weekly review
meetings with a view to the pupil attending full-time. In agreeing to a part-time timetable
the absence will go down as authorised by the school.

LEGAL INTERVENTIONS

At all times schools within the Trust will tfry and support parents/carers without the use of
legal intervention. However, if parents/carers are not supporting good attendance, the
school, via the local authority, may exercise its legal powers to address poor attendance
in school with all parents/carers who have the day to day responsibility for the child. These
interventions include:

« Parenting Contract - A parenting contract is a formal written agreement between
a parent and the school to address poor attendance. It is infended to provide
support and offer an alternative to prosecution. If there is non-compliance, then
an alternative course of action will be taken which may lead to fines and
prosecution.

« Education Supervision Order (ESO) - This can be used when a formal parenting
contract has failed. It is an action plan that would be overseen by the high or
Family Court. Non-compliance with the directions given in an ESO can lead to a
fine of up to £1000.

% Penalty Notices - Section 23 of the Anti-Social Behaviour Act 2003 allows penalty

notices (fines) to be issued to parents/carers. They are an alternative measure to
the prosecution of parents/carers who fail to ensure that their child attends school.
A penalty notice will be issued by the local authority in line with its code of conduct
when a child’s absence has not been authorised by the school. This is issued to
any adult with parental responsibility for each child. The penalty is £60 per
parent/carer per child if paid within 21 days, increasing to £120 per parent/carer
per child if paid between 21 and 28 days. If one or both parents/carers fail to pay
the penalty nofice in full, then the local authority may decide to prosecute the
parents/carers.
Prosecution: If a child fails to attend school regularly at which they are registered
then the parents/carers may be guilty of an offence and may be prosecuted by
the local authority. They have the power to prosecute parents/carers who fail to
comply with a school attendance order under section 443 of the Education Act
1996 or fail to ensure their child’s regular attendance at a school under section
444 of the Education Act 1996. The fines available to the courts if the
parents/carers are found guilty could be between £1000 and £2500. The courts
can also sentence parents/carers for imprisonment for up to 3 months.

« Parenting Order - The order requires a parent to comply with the arrangements
specified in the order by the Court which can include a requirement for parents
to attend counselling or guidance sessions (e.g. parenting education or parenting
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s support classes) where they will receive help and support to enable them to

improve their child’s attendance for up to 3 months. Any breach of the order can
lead to a fine of up to £1000.

LEGAL DUTIES

Section 7 of the 1996 Education Act places a duty on Parents and Carers to ensure that
children of compulsory school age receive efficient full-time education suitable to the
child's age, ability, aptitude and to any special needs that the child may have. Parents
and Carers have a legal duty to ensure their child's regular attendance at the school
where they are registered.

A Parent or Carer who fails to ensure that their child attends school regularly is guilty of
an offence under section 444(1) of the Education Act.

The school has a legal duty to publish its absence figures to parents/carers and to
promote attendance. Equally, parents/carers have a duty fo make sure that their
children attend.

LINKS TO OTHER POLICIES

» Behaviour Policy

SEND Policy
Safeguarding Policy
Anti-Bullying Policy

s Complaints Policy

< Equadlity Policy Statement

>

)

)

X3

8

X3

%
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https://www.ktc-tkat.org/assets/Documents/Policies/Behaviour-Policy.pdf
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https://www.ktc-tkat.org/assets/Documents/Policies/2023-24/SEND-Policy.pdf
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APPENDIX A

UNDERSTANDING ATTENDANCE TYPES

Schools are required to take an attendance register twice a day. This shows whether the pupil
is present, engaged in an approved educational activity off-site, or absent. If a pupil of
compulsory school age is absent, every half day absence has to be classified by the school as
either authorised or unauthorised.

If an absence is authorised, then this means the school has given approval in advance for a
pupil of compulsory school age to be absent or has accepted an explanation offered
afterwards as the reason for absence.

An unauthorised absence is where the school is not satisfied with the reasons given for absence
or nNo reason is given. It may also be unauthorised if attendance level is below target and no
medical evidence has been given.

This Attendance Policy includes procedural referral agreements that are designed to promote
and safeguard the welfare of pupils. TKAT schools have a duty to refer to the Local Authority
any child of compulsory school age who is

s continuously absent from school for 20 sessions (2 weeks) without explanation
% hasirregular attendance

% is persistently late to attend school

% has an unauthorised leave of absence

DEFINITIONS

Session - is a term related to the recording of absence data. Each school day has two sessions,
morning and afternoon registration and attendance must be recorded for each.

Authorised absence - This means the school has given approval in advance or has accepted
an explanation for absence.

Unauthorised absence - This is where the school is not satisfied with the reasons given for
absence or no reason has been given.

Persistent absentee (PA) - The government threshold for Persistent Absence is 90% or lower. This
includes ALL absence regardless of whether it is authorised or not. Absence at this level is doing
considerable damage to any child’'s educational prospects and we need parents and carers’
support and cooperation to tackle this.

Severe absentee (SA) - The government threshold for severe absence is 50% or lower. This
includes ALL absence regardless of whether it is authorised or not. Any pupil who is at this level
of attendance is at serious risk of harm and we need parents and carers’ fullest support and
cooperation to tackle this.

10
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APPENDIX B

Attendance Tracking
2022 -23

I

Data proeduced weekly and
updated on SIMS tracker marksheets.

HaoY ! Tutor / Class
teacher

Data Review —
weekly
(AO / HaY)

Attendance
Work done during
class (class teacher)

Att Level
Monitoring
94.9% - 92%

" Identified through
weekly tracking
(SIMS marksheet /
Schoolzilla)

( HoY/ Tutor / Class

teacher
See intervention
strategies

Data Review ~
weekly
(AO / HoY)

b —

Parents contacted

Competition /

Reward / Celebrate

Y

l (Text message)
K= J
e ™ (—‘ﬁ
Evaluation Conversations with
(2 weekly) Students by
\ J Form Tutor / Class

: teacher :

2 weekly
Evaluation

No progress

with

\ SIMS fracker

R
" Identified through |
weekly tracking
(SIMS marksheet /
Schoolzilla)

—1—/

Placed into
an intervention
spoken by Tutor /
Class teacher

Interventions
through
Tutor time activity

Parents contacted
(Automated

Letter 1 - normative)

2 weekly
Evaluation
with
SIMS tracker

2 weeks - No progress

Identified weekly
tracking
Letter 2 to come
from AO
etter mlf!f N te:
Legal action will follow

and
poss invite to ASM
ifno i vement

Medical evidence
now required

Parents contacted
(Automated
Letter 2- AO)

2 weekly
Evaluation
with
SIMS tracker

3- weeks - No progress

ASM invite
Parent/Carer
meeting with

HoY/EWO

L

Attendance Support
Meeting (ASM)
arranged

Parenting Contract
offered. Action Plan
agreed and
Contract signed

egal monionng regs
apply.
Possible legal action

2 weeks then another
letter
3 weeks then FPN

2 weekly
Evaluation
with
SIMS tracker

Term 1 ONLY : Consideration to be
given to students with Attendance
under 90% from previous year.

3 weeks - No progress

EWO or LA/ HoY / SLT
Referral to external
services

”m—%

endance Intervention
Meeting (AIM) arranged
within

7 days

TRIAGE /SS/ITF/
CAMHS |
EQTAS

l

Continued intervention
and
Monitoring

A
2 weekly HoY

with SIMS tracker

| N —

Across all levels of attendance:
*Conversations between staff and students on a daily basis: Subject teachers, Class teachers, Form Tutors, ACE tutors, Support staff, HoY, SLT

*Parent Events: Attendance data given to staff and to be a significant feature of conversation if below 96%
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APPENDIX C
ATTENDANCE ROLES AND RESPONSIBILITIES

The Kemnal Academy Trust (TKAT) will:

Devise and review the trust Attendance Policy.

Take an active role in attendance improvement, supporting schools to prioritise
aftendance, and work with leaders to set whole school cultures.

Set and review the Trust level targets for attendance and punctuality as part of the
schools annual operating statement, strategic plan and target setting process.

Advise schools on matters related to school attendance and support as required.
Provide ftraining for all colleagues to make an active contribution to improving
aftendance aligned to their role and responsibilities.

The school Governing body will:

Y/
0.0

Y/
0.0

Ensure that strategies are in place to promote and implement the Attendance Policy
throughout the school and are understood by Parents / Carers.

Review the effectiveness of the implementation of the policy in light of the school's termly
reports.

The Headteacher will:

@,
0’0

Develop and maintain a whole school culture that promotes and celebrates good
attendance and punctuality.

Ensure strategies are in place to promote and implement the Aftendance and
Punctuality Policy throughout the school.

Monitor the school’s offer to ensure the delivery of a curriculum which is engaging and
personalised to the needs of the pupils.

Monitor data on attendance and punctuality via reports from the senior leader
responsible for attendance.

Determine, in collaboration with the senior leader responsible for attendance, whether
to authorise any proposed absences requested on the school’s official request form.
Provide the local governing body with termly reviews on attendance and punctuality,
including data about pupils who are persistently absent (90% or below) or severely absent
(50% or below).

Set attendance targets during the appraisal process for the link senior leader, heads of
year or other relevant members of staff directly associated with attendance
performance measures.

The Senior Leader / Headteacher responsible for attendance wiill:

R/
0‘0

R/
0‘0

Be a role model in promoting attendance and punctuality, encouraging excellent
aftendance and punctuality routines.

Lead initiatives to promote the profile of attendance throughout the school including a
package of rewards that is valued by pupils responding to pupil voice.

12
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With the support of the attendance staff, analyse data on attendance and punctuality
on a weekly, half termly and termly basis and prepare reports to share with relevant
stakeholders.

Quality assure action plans for attendance improvement devised based on the data
analysis outcomes.

Be the person who authorises or non-authorise requests for pupil absence.

Comply with the DFE Statutory Guidance on Children Missing in Education (CME) by
adhering to each Local Authority’s guidance, including for children missing from school
following a leave of absence and prior to removing a child from the roll of a school.

Comply with the requirement set out in the Local Authority’s code of conduct when
requesting a legal intervention.

Middle Leaders and Senior Leaders:

DS

X3

8

Be arole model in promoting attendance and punctuality.

Encourage excellent attendance routines in their subject areas / Line management
areas.

Monitor the register taking in your areas of work in order to ensure that all registers are
taken in the lesson and appropriate measures are taken if there are issues such as
incorporating into performance management practices or contacting the IT support
team.

Ensure that feedback s provided to parents on the correlation between attendance and
performance.

Adopt a subject specific strategy and policy for ‘welcoming pupils back’ and teaching
for the ‘empty chair’ to allow pupils who are absent to access the curriculum.

The Attendance Officer / Head of Year:

Be a role model in promoting attendance and punctuality, encouraging excellent
attendance routines.

Monitor attendance on a daily, weekly, half-termly, termly and annual basis, contacting
parents / carers of pupils who have been identified as at-risk, to challenge absences and
encourage an early return to school.

Have a clear vision of the strategies necessary to ensure that appropriate interventions
are put in place to promote good attendance.

Lead / support the year team and Form futors in interventions with attendance and
ensuring all processes are followed.

Oversee the strategies for the attendance of pupils 95% or below including monitoring
and mentoring pupils and working with parents/carers and external agencies where
appropriate.

Work with key staff both internal and external as well and parents/carers to lower the
Persistent Absence rates.

Ensure assemblies and tutor fime activities support and celebrate attendance.

Lead and manage the rewards and sanctions for good attendance and punctuality
including organising and running incentive schemes at an individual, tutor group and
year group level.

13
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Ensure a regular timetabled meeting with Attendance Officer/EWO or Local Authority
Officer takes place once every three weeks to establish pupils of concern and to ensure
appropriate actions are taken.

Report to the Senior Lead: Attendance and safeguarding on the effectiveness of
strategies undertaken.

Meet with parents with EWO or Local Authority Officer to set action plans, monitor
progress, review and either reward or issue fines.

Staff responsible for registering morning and afternoon sessions will:

Y/
°

Y/
°

X3

8

X3

%

X3

8

K/
0’0

X3

%

Be arole model in promoting attendance and punctuality.

Ensure that the statutory attendance register using the School Management Systems
(SIMS) is taken at the start of each am and pm session. In Secondary schools, for
safeguarding purposes, this includes the taking of registers at the start of each lesson.
Staff should only code / \ L or N.

Register lateness with an ‘L' every day and challenge pupils regarding punctuality.
Give pupil’'s absence notes or verbal messages to the relevant member of staff.

Use a range of formal and informal communication strategies, including phoning and
emailing home, to build relationships with parents, to support attendance, punctuality
and therefore the well-being of their pupils.

Reward good attendance.

Inform attendance teams of any patterns or tfrends with absence which are a cause for
concern.

Fully support class time activities regarding attendance utilising the weekly attendance
data with pupils.

Class teachers:

R/
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X3

A

X3

S

X3

A

Be arole model in promoting attendance and punctuality.

Take the register at the start of the lesson, every lesson.

Encourage excellent attendance and punctuality routines- challenge pupils re lateness.
If electronic registration is not working during the recording of the register, send a written
copy of absentees to relevant member of staff.

Support whole school attendance by reporting to year teams and the mentor for any
noticeable patterns or changes in attendance.

Welcome back pupils who have not been attending but due to the actions of the school
have returned to class.

Plan for pupils who have missed lessons to ‘catch up’ or be able to access learning, whilst
considering each child's context and needs.

If pupil is not in class, having been previously marked in, alert relevant member of
attendance staff immediately.

Communicate with Parents / Carers how poor attendance may affect progress in a
subject area.

Attendance Support Assistant / Asst HoY (Secondary Schools)

R/
0.0

@
0‘0

Be arole model in promoting attendance and punctuality.
Encourage excellent attendance and punctuality routines.
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< Support the Head of Year in their role of:

— Overseeing the attendance and punctuality of the year group and target groups
within it.

— Leading the year team in interventions with attendance and ensuring all processes
are followed.

— Ensuring assemblies and class time activities support and celebrate attendance.

— Leading and managing the rewards and sanctions for good aftendance and
punctuality including advising on rewards for their year group.

— Ensuring a regular timetabled meeting with the EWO to establish pupils of concern
and to ensure appropriate actions are taken.

Ensure feedback to and from staff and Head of Year is maintained.

Oversee the strategies for the attendance of a specific cohort of targeted pupils whose

aftendance is of concern, including monitoring and mentoring pupils and working with

parents/carers and external agencies where appropriate.

s Report serious concerns of repeated issues with Head of Year and ensure a strategy is in

place to support attendance.
« Ensure that all codes in the register are correct at the end of the day.

X3

¢

X3

8

Education Welfare Officer or Local Authority Attendance Officer:

« Encourage good attendance routines.

% Be arole model regarding attendance and punctuality.

% Oversee the input of attendance data on a day to day basis working with pupils, school
staff and parent carers.

% Monitor session and lesson attendance and punctuality of years 7-11 on a daily basis
ensuring that all processes are followed, and licise with parents/carers as necessary
including sending out LA approved letters for attendance below 95%, PA and lateness.

% Oversee the FPN's and ensure accurate records are kept.

% Prosecutions for pupils with very low attendance where necessary.

% Organise and chair Attendance Strategy meetings in school with pupils and parents to
encourage attendance.

» Alert Year team to patterns of attendance for year group and pupils with attendance
concerns.

% Meetings with pupils to establish reasons for absences and follow up where necessary
(external agencies).

s Intervene where necessary including, undertaking home visits alternative contact/plans
with parents/carers for disadvantaged pupils.

Parents / Carers will:

< Be aware that it is an offence for their child to be absent from school without a valid
reason.

» Be aware that only the school can determine if an absence from school is ‘authorised’.

» Ensure their child arrives at school on fime, dressed in full uniform, ready and equipped
to learn.

¥ Inform the school if their child is unable to attend, including the reason for absence and

the expected date of return.

*,

DS

DS

*

15

—
| —



Kemnal {'}

College

< Ensure that all appointments, where possible, are arranged after school.

% Avoid arranging holidays/leave during term time except in exceptional circumstances.

< Ensure that all requests for leave during term time are made by completing the ‘Leave
of Absence During Term Time Request Form’(see Appendix ¢), where possible at least
one month in advance.

« Be aware that for unauthorised absences, the local governing body reserves the right to
apply to the local authority to issue a penalty notice (fine) orremove a child from the roll

of the school.
« Ensure their child attends all intervention programmes agreed by the school.

Pupils will:

% Aim to achieve 100% attendance and punctuality by arriving to school on time every
day.

s Come to school well prepared, arriving at school on time, dressed in full uniform, ready

and equipped to learn, and with the right attitude; to enjoy and achieve.

Be proud of achieving excellent attendance and punctuality.

Be punctual to all lessons.

Ensure they are registered for all timetabled lessons and inform the relevant member of

staff if they are not able to be registered.

Ensure all notes/appointment cards are passed to the relevant member of staff.

Speak to the appropriate member of staff if there are any problems that may affect

aftendance, punctuality and/or learning.

R/
.0
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APPENDIX D MANAGING ABSENCE AND LATENESS
DAILY MONITORING

Administrative staff / Attendance Officer wiill:

R/
0’0

Y/
°

Y/
°

Y/
°

Y/
0.0

Sign late pupils in at the main office.

Update the attendance register with details of pupils who arrive late including pupils
being marked as an unauthorised late if they arrive more than 30 minutes late without an
acceptable reason. An unauthorised late can be used to support a legal intervention.
Ensure details of pupils and the reasons for the late arrival are communicated to the
relevant members of staff responsible for attendance.

Ensure accurate details are noted in the register of parents/carers contacting the school
about their child’s absence - including the reason for the absence and the likely length
of absence.

Contact parents/carers by telephone who fail to notify the school of their child’s absence
no later than 90 minutes after the start of the school day on the 1st day of absence,
ensuring that any follow up action required as a result of the contact with the
parent/carer is flagged up to the attendance officer/head of year and senior leader
responsible for attendance.

Send a text to all parents/carers of pupils arriving late to school, informing them of their
child’s failure to arrive on time.

Ensure no pupil is allowed to leave school for an appointment without the presence of a
parent/carer and appropriate school authorisation (e.g. slip).

Send a daily email to the attendance officer and the senior leader responsible for
aftendance providing the percentage level of attendance and punctuality each day
and the cumulative attendance for the term.

The afttendance officer/head of year will:

*,

DS

>

*

0

*,

Make follow-up phone calls to parents/carers of absent pupils who have been identified
as at-risk, fo challenge absences and encourage early return to school.

Authorise appointments.

Escalate any absences causing concern to the senior leader responsible for attendance.

WEEKLY MONITORING

Administrative staff / Attendance Officer will:

@
0’0

Produce weekly aftendance and punctuality data for learning coordinators/form
tutors/class teachers, the attendance officer/head of year and the senior leader
responsible for attendance on attendance by class and by pupil using a SIMS tracking
marksheet.

Display weekly data on attendance and punctuality in prominent place visible to pupils
in the form of league table to engender a spirit of friendly competition amongst staff and

pupils.
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The attendance officer/head of year will:

% review the weekly attendance and punctuality data.

% Issue an appropriate sanction to a pupil who has been late more than once (e.g., a
detention) and inform parents/carers if appropriate.

« Contact parents/carers by telephone to inform them of the school’'s concern regarding
aftendance or punctuality, particularly if there are patterns to absences or lateness.

« Contact parents/carers by text or phone if their child’'s aggregated attendance for the
year to date falls below 95% for the first time. This excludes pupils who have an
attendance below 95% for an authorised reason.

The senior leader responsible for attendance will:

% Keep an overview of weekly attendance across the school.
s Agree appropriate intervention strategies with the attendance officer/head of year.
% Provide an update to the senior leadership team.

HALF-TERMLY MONITORING
Administrative staff / Attendance Officer wiill:

s Produce half-termly attendance and punctuality data for a range of staff including
learning coordinators, form tutors, class teachers, the attendance officer/head of year
and the senior leader responsible for attendance on attendance by class and by pupil.

The attendance officer/head of year, in licison with the senior leader responsible for
attendance, will:

« Update the Attendance Risk Register or vulnerable pupil register / meeting and take the
appropriate actions as agreed in Appendix B.

The senior leader responsible for attendance will:

% Keep an overview of Attendance Risk Register / vulnerable pupil register across the
school.

» Agree appropriate intervention strategies with the Attendance officer/head of year.

Agree list of pupils requiring pastoral review meetings.

Provide the Headteacher with half-termly data on aftendance and punctuadlity,

including data about pupils who are persistent/severe absentees and leave of absence

requests and their outcomes.

TERMLY MONITORING

*,
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The administrative team / Attendance Officer will;

s Produce termly attendance and punctuality data for staff including learning
coordinators, form tutors, class teachers (in the case of primary phase), the attendance
officer, head of year and the senior leader responsible for attendance on attendance
by class and by pupil.

< Display termly data on attendance and punctuality in a prominent place visible to pupils.

% Issue letters of concern to parents/carers of pupils with attendance below 95%.

(8]
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% Issue letters/certificates of praise and celebration to parents/carers of pupils who

achieve 100% aftendance and punctuality/significantly improved
aftendance/attendance above school target.

The attendance officer/head of year will:

% Recognise, celebrate and reward pupils who achieve 100% attendance/significantly
improved attendance/attendance above the school target each term in assemblies.

The senior leader responsible for attendance will:

% Keep an overview of Attendance Risk Register / Vulnerable Pupil register across the

school.

Agree appropriate intervention strategies with the Attendance officer/head of year.

Agree list of pupils requiring pastoral review meetings.

% Provide the local governing body with termly data on attendance and punctuality,
including data about pupils who are persistent/severe absentees and leave of absence
requests and their outcomes.

R/
0’0

R/
.0
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APPENDIX E LEAVE OF ABSENCE DURING TERM TIME REQUEST FORM

Guidance Notes

« Please ensure this form is completed at least 1 month prior to requesting leave.

s Completing this form does not mean your request has been approved. — The Education
(Pupil Registration) Regulations 2013 state that Headteachers may not grant any leave
of absence during term time unless there are exceptional circumstances (see below).

< If your leave of absence is either approved and you fail to ensure that your child returns
to school by the agreed date or your child takes leave when your leave of absence
request is not approved, then the absence will be marked as ‘unauthorised’ on the
aftendance register.

s For such ‘unauthorised’ absence, you may be liable to be issued with a penalty notice
(fine). The fine is £60 per parent per child if paid within 21 days, increasing to £120 per
parent per child if paid between 21 and 28 days. If one or both parents fail to pay the
penalty notice in full, then you may be prosecuted. The school also reserves the right to
remove your child from the roll of the school. Where this happens, please be aware that
it may not always be possible to re-admit your child to the school.

Exceptional circumstances:

The Headteacher / Principal will consider if the reasons are rare, significant, unavoidable and
short and will also take into consideration the following:

*

Can this event take place in the school holidays?

What the current level of attendance is and unauthorised absence over the year to date.
Any leave of absence taken previously.

The time requested linked to examination / assessment period.

Age and year group of the pupil.
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ABSENCE REQUEST FORM

Child’s Details

Surname First Name
DOB Year Group
Address

Parent / Carer’s Details

Surname First Name

Relationship To Child

Address (If Different
To Above)

Tel Email

DETAILS OF REQUEST FOR LEAVE OF ABSENCE

Date Of Departure Date Of Return
Number Of School Destination
Days Absent

Please Provide Details And Reasons For Requesting Leave Of Absence And In Particular Any
Exceptional Circumstances. If Necessary, Please Provide Any Documentary Evidence In Support
Of Your Request.
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