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1. AIMS OF THE POLICY

The Attendance and Punctuality Policy aims to:

e make parents/carers aware of their legal responsibilities,

e outline the clear expectations, procedures and responsibilities associated with promoting,
managing and improving attendance for all,

e support children and their parents/carers in the establishment of the highest possible levels
of attendance and punctuality, achieving a minimum of 97% attendance for all children,

e establish how we will work in partnership collaboratively to remove any barriers to
attendance,

e detail how we account for specific needs of certain pupils and pupil cohorts,

e highlight school attendance is everyone’s responsibility.

2. KEY INFORMATION AND TERMS

A school session is half a day. Each day counts as two sessions and is made up of a morning and an afternoon

session. A week has 10 school sessions and a school year has 380.

Our school day starts at: 8.45am for children in Reception and Key Stage 1

8.50am for children in Nursery

Our school day ends at: 3.15pm for children in Reception and Key Stage 1

3.20pm for children in Nursery

Our morning register closes at: 9.15am

Our afternoon register closes at: 1.30pm

Attendance Champion Mrs S Beardsley, Head Teacher and Senior Designated Safeguarding
Lead

Attendance Champion Support Mrs V Yard, Pastoral Support and Administration Assistant

Chair of Governors Ms B Cameron

Link Attendance Governor Miss J Bult

Contact can be made through established school communication channels:

by calling 01159 179 277, emailing officel8@williamlilley.notts.sch.uk or by visiting the School Office.



mailto:office18@williamlilley.notts.sch.uk

Authorised absence

The law states (Education Pupil Registration Regulations 2006 and
Amendments 2013)
e that only the school can approve absence, not parents,
e that Head Teachers may NOT grant any leave of absence during
term time unless there are ‘exceptional circumstances’.
An absence is classified as authorised when
e achild is away from school for a legitimate reason and
e the school has received notification from a parent/carer.
If doubt remains about the explanation offered — or where no explanation is

forthcoming at all —the absence will be treated as unauthorised.

Exceptional circumstance

Circumstances that could not be reasonably foreseen and for which there
was insufficient time to take necessary action to resolve the situation arising
from those circumstances. These include unique and/or a one-off situation

which is unlikely to arise in the future.

Parent

Under section 576 of the Education Act 1996, a “parent” in relation to a child
or young person is defined as either:

e The biological parents of a child, whether they are married or not
and/or,

e Any person who has parental responsibility for a child or young
person and/or,

e Any person who has day-to-day care of a child or young person even
if they are not the biological parent or don’t legally hold parental
responsibility for the child or children in question (i.e. lives with and
looks after the child). This can include stepparents and resident
grandparents.

e Parents of pupils in separated families have joint parenting
responsibility.

e  During school hours, school staff are legally in loco parentis and

therefore must know where the pupils are during the school day.

Persistent absence

A pupil misses 10% or more of school — equivalent to 1 day or more every

fortnight across a full school year.

Regular attendance

The child must attend every day that the school is open, except in a small
number of allowable circumstances. The Governing Body have set this as a

minimum of 97% of the time.

Severe absence

A pupil is absent from school more than they are present; they miss 50% or

more of school.




Significant proportion of 10 half-day sessions in a 10-week period.

unauthorised absence

Unauthorised absence An absence is classed as unauthorised when a child is away from school

without the permission of the Head Teacher.

THE LAW ON SCHOOL ATTENDANCE

The law entitles every child of compulsory school age to a full-time education.

Under Section 7 of the Education Act 1996, it is the legal responsibility of parents to make sure their
child receives that education either by attendance at a school or by education otherwise than at a

school.

Where parents decide to have their child registered at school, they have an additional legal duty to
ensure their child attends that school regularly. If a child of compulsory school age who is
registered at a school fails to attend regularly at the school then the parent is guilty of an offence
under Section 444(1) of the Education Act 1996. Our Governing Body have set the regular

attendance target of the individual and the school to be 97%.

4. LEGISLATION AND GUIDANCE

This policy meets the requirements of
e The Education (Pupil Registration) (England) Regulations 2006 (amended)
e Education Act 1996
e Working Together to Improve School Attendance (Department for Education) 2024
e School Attendance (Pupil Registration) (England) Regulations 2024
e Department for Education Keeping Children Safe in Education 2024
e Children Missing Education (Department for Education) 2024
e Summary Table of Responsibilities for School Attendance 2024

e The Education (Penalty Notice) (England) (Amendment) Regulations 2024



The Early Years Foundation Stage Statutory Framework 2025

Further guidance can be obtained from the following publications:

Nottinghamshire County Council Improving School Attendance — A Toolkit for Maintained
Schools and Academies (2024)

Nottinghamshire Improving School Attendance Strategy 2024-2027

Educational Psychology Service Guidance to Schools — A Graduated Response to School Non-
Attendance including Emotionally Based School Avoidance (EBSA) and Anxiety Related Non-
Attendance (ARNA).

Summary Table of Responsibilities for School Attendance (Department for Education)
www.nottinghamshire.gov.uk (School Attendance, Absence and Truancy) and Code of
Conduct for Education Penalty Notices

Summary Of Responsibilities Where A Mental Health Issue Is Affecting Attendance
(Department for Education)

Supporting Children Medical Conditions at School

Education for Children with Health Needs (who cannot attend school)

The Education (Penalty Notices) (England) (Amendment) Regulations 2024

Attendance Toolkit for Schools (National Attendance Ambassador) 2024

5. EXPECTATIONS OF SCHOOLS AND OUR COMMITMENT

Working Together To Improve School Attendance (2024) details seven expectations of schools:

Build strong relationships and work jointly with families, listening to and understanding
barriers to attendance and working in partnership with families to remove them,
Develop and maintain a whole school culture that promotes the benefits of high
attendance,

Have a clear school attendance policy which all leaders, staff, pupils, and parents
understand,

Accurately complete admission and attendance registers and have effective day to day

processes in place to follow-up absence,



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

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

e Be particularly mindful of pupils absent from school due to mental or physical ill health or
their special educational needs and/or disabilities, and provide them with additional

support,

William Lilley Infant and Nursery School will provide a full-time education to all children whose
parent has enrolled them. We know that excellent attendance and punctuality is important if
children are to benefit from that education and all that school can provide. Good attendance and
relationships are a central part of our ethos, whereby we work hard to create a sense of belonging

where our families and children can feel safe and secure.

Children who are persistently late or absent soon fall behind with their learning, developing large
gaps that impact on their progress, their self-esteem, emotional health and their relationships with
their peers. Regular attendance is essential for pupils to get the most out of their school
experience, including their attainment, welfare, wellbeing, wider development and life chances. It is

also a life skill, one that is insisted upon in all future employment opportunities.

To fulfil our commitment to meeting the expectations, we will ensure a whole school culture of
high attendance and punctuality, underpinned by clear and consistent expectations, procedures
and responsibilities where it is seen as ‘everyone’s responsibility’. We will do this by consistently: .
e expecting high standards of attendance from all pupils, ensuring equality and fairness for all,
e providing a welcoming calm, orderly, safe and supportive environment as we believe that
good attendance begins with school being somewhere pupils want to be and belong,
e recognising that good attendance is a learned behaviour and that absence is a symptom,
e challenging misconceptions surrounding what ‘good attendance’ looks like, providing clarity
on the short and long term consequences of poor attendance,
e viewing attendance as a protective factor for pupils, that every child is safeguarded and

their right to an education is protected and central to their overall welfare,



recognising the impact of attendance has on efforts in other areas such as curriculum,
behaviour, bullying, special educational needs support, pastoral, mental health and
wellbeing,

using resources effectively such as pupil premium to help ensure good attendance,

putting in place the right support at the right time, whilst being particularly mindful of pupils
absent from school due to mental or physical ill health or special educational needs,

having robust daily processes to follow up absence,

having a designated senior leader with overall responsibility for championing and improving
attendance —the Attendance Champion,

featuring attendance prominently in the Staff Handbook (Appendix 1).

The Attendance Champion will have ongoing responsibility for:

setting a clear and tangible vision for improving and maintaining good attendance, having
day-to-day and longer term processes in place, and promoting that it is everyone’s
responsibility,

conveying high expectations for all and clear messages about how absence affects
attainment, wellbeing and wider outcomes, including sharing information with pupils and
parents to support good attendance e.g. NHS guidance on absences due to illness (Appendix
2),

ensuring that the policy is easily accessible to leaders, staff, pupils and parents,
establishing and maintaining effective systems for tackling absence and make sure they are
followed by all staff, providing regular reports to class teachers to facilitate discussions,
proactively managing and improving attendance,

regularly monitoring and systematically analysing data to identify patterns at a pupil or
cohort level, the use of certain codes and days of poor attendance,

targeting improvement efforts by putting effective strategies in place, using local and
national information to inform this process,

sharing information and work collaboratively with other schools and other partners,
including transitional educational establishments and/or where families have children who

attend more than one setting,



e |ooking at historic and emerging patterns to guide targeted support, improve
communications and identify potential issues,

e having a strong grasp of absence data to focus the collective efforts of the school,

e ensuring that it is a continuous school improvement priority and is resourced appropriately,
including completing an annual attendance self-assessment using the key headings from the
Attendance Toolkit for Schools:

o data and targeted support/gathering and monitoring data
o culture

o people, processes and systems

o relationships and communications

e regularly monitoring and evaluating progress, including the efficacy of strategies and
processes,

e rigorously using attendance data to identify patterns of poor attendance so that all can work
together immediately to resolve them before they get entrenched,

e working with the Local Authority to meet attendance responsibilities through making
mandatory data returns and engaging with Targeted Support Meetings/briefings,

e reporting to the Governing Body so they have an accurate view of school attendance.

We expect that, as well as reviewing this policy annually, the Governing Body will:

e have a named attendance link-governor,

e take an active role in attendance improvement, supporting the school to prioritise
attendance and work with school leaders to set whole school cultures,

e recognise the importance of school attendance and promote it across the school’s ethos
and policies,

e regularly review attendance data, discuss and challenge trends and helping school leaders
focus improvement efforts on individuals and cohorts who need it most,

e benchmark attendance data at whole school, year group and cohort level against local,
regional and national levels,

e ensure school leaders fulfil expectations and statutory duties and adequate training is

received,
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recognise that attendance improvement does not happen in isolation and therefore is
prioritised in wider improvement strategies,

provide support and challenge, specifically to the Attendance Champion,

ensure that a clear vision for improving and maintaining good attendance is up-held,
monitor systems in place for tackling absences,

share effective practice on attendance management and improvement,

approve an accessible and user friendly attendance policy,

ensure that the School preserves every entry on the attendance register for 6 years from the

date the data was entered.

6. PARENTAL EXPECTATIONS

The Home School Agreement helps parents/carers, pupils and staff understand their responsibilities

and work together towards the same goals, and has one aim:

TO DO EVERYTHING WITHIN OUR CAPACITY TO SUPPORT THE LEARNING AND DEVELOPMENT OF EACH

CHILD.

When a parent enrols their child at our school, they have a legal duty to ensure their child attends

school regularly. We have set regular attendance as above 97%. To fulfil this commitment, we

expect that all parents will:

make sure that their child is in school every day except when their child is too ill to go to
school, they have permission for leave of absence due to exceptional circumstances or their
religious body has a day for religious observance,

know that they play a key role in ensuring that their infant aged children attends school
regularly and on time,

ensure the punctuality of their child and they are collected on time at the end of the school
day,

make sure the child understands the importance of attending school and that the family do

not approve of missing school, even if the child is of non-statutory school age,
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for unplanned absences, let the school know as soon as possible (and by 9.15am at the
latest) on the first day of absence and advise when they are expected to return,

contact the school promptly wherever any problem occurs that may keep their child away
from school in the future,

provide and maintain up-to-date contact details for more than one emergency contact,
only request a leave of absence in exceptional circumstances and do so well in advance of
any known future absence,

take family holidays during school holiday periods,

seek to arrange dental and medical appointments out of school hours wherever possible,
agree to and take part in accessing any support agencies if they become involved, in the

best interests of the child, and whilst waiting for help, ensuring uninterrupted education.

The rest of this policy will outline how we will

work together to fulfil our expectations.

7. RECORDING ATTENDANCE AND PUNCTUALITY

The Law

All schools are required to have an admission register and, except for schools where all

pupils are boarders, an attendance register.

These registers must be kept electronically.
All pupils (regardless of their age) must be placed on the admission register and have their
attendance recorded in the register.

A school who fails to comply with these regulations is guilty of an offence.

The Admission Register

This can be referred to as the school roll. The school roll must be kept in accordance with
the School Attendance (Pupil Registration) (England) Regulations 2024 and it must contain
specific personal details of every pupil in school along with their start date, information

regarding parents, and details of the last school attended.

12




Schools must enter pupils’ names on the admission register on the first day that the school
have agreed the pupil will attend the school. If a pupil fails to attend school on the agreed
starting day, the child is subject to the school’s non-attendance procedures including being
referred to the Child Missing Education Officer if the absence is for 10 days or more and

contact has not been made.

The Attendance Register

The attendance register must be kept in accordance with School Attendance (Pupil
Registration) (England) Regulations 2024 to improve consistency and accuracy nationally.
The attendance register will be taken at the start of each morning session of each school

day and once during each afternoon session.

On each occasion, the school must record whether each registered pupil (of both
compulsory and non-compulsory school age) has attended punctually, is physically present
in school, or if not, the reason they are not in school using the appropriate national
attendance and absence codes. All codes are applied at the Head Teacher’s discretion.

Any amendments to the attendance register will be recorded including the original entry,
the amended entry and reason for amendment, the date the amendment was made and the
name and position of the person making the amendment.

They must be recorded the same way for pupils of compulsory school age and non-

compulsory school age (School Attendance (Pupil Registration) (England) Regulations 2024).

We use an electronic management information system (SIMS) to keep our attendance and

admissions registers, which enables us to keep accurate information that can be shared and

analysed. The registers are a legal record and we preserve every entry for 6 years from the date

that data is entered. This is to enable a pupil’s attendance to be viewed throughout their school

career.

13



8. MONITORING AND EVALUATING

The electronic recording of the admission and attendance register, using appropriate national
attendance and absence codes (Appendix 3), enables our school, the Local Authority and the
government gain a greater understanding of the delivery of education and the level of, and reason

for, absence.

Together with SIMS, we use CPOMs and Excel Spreadsheets to rigorously, systematically record,
and monitor individual, group and whole school attendance and we use this data to target
attendance improvement efforts to the pupils and cohorts who need it most (Appendix 4 Timetable

of Attendance Management - recording, reporting, monitoring and evaluating).

All schools are required to share attendance data with the DfE system, which enables national and

regional comparisons, via the View Your Education Data tool.

We follow the procedures outlined in Working Together to Improve School Attendance 2024 and
have four thresholds for monitoring and managing attendance and punctuality that are applied in

sensitively consideration of highly individual contexts.

GREEN AMBER BURGUNDY

Your child may have absences, Your child’s attendance and/or School will be working with you to
but they are not of a concern. punctuality is concerning and the ensure that support is accessed
school will be working to and in some cases, the school

support you. may engage with the Local

Authority’s processes for pursuing

legal interventions.

These thresholds are viewed in line with the percentage attendance information generated by
SIMS, summarised in the table below (and found broken down further in Appendix 5). This is with
the aim to help prevent patterns of poor attendance and punctuality emerging and so that all

parties can work together to resolve them before they become entrenched.

14



Half-termly

Yearly learning

Reception to

Year Two learning

Category Yearly attendance sessions missed sessions missed
sessions missed
(days) (days)
(days)
Expected Attendance 100% 0 0 0
Emerging Absenteeism Below 97% 2 (1 day) 11 (5.5 days) 33 (15.5 days)
Concerning Absenteeism Below 94% 4 (2 days) 23 (11.5 days) 69 (34.5 days)
* Persistent Absenteeism Below 90% 6 (3 days) 36 (18 days) 108 (52 days)
Chronic Absenteeism Below 80% 13 (6.5 days) 76 (38 days) 228 (114 days)

* Persistent Absenteeism

All pupils with an attendance rate of 90% and below are considered as persistent absentees.

Contact will be made with the family and the child to work out the barriers preventing

above 90% attendance. Actions arising will be documented and there will be regular reviews

accompanied by an intensification of support if there is no improvement or continues to fall

below 90%. Further absences may be unauthorised unless requested evidence is presented.

9. COMMUNICATION AND REWARDS

The main reward from regular and punctual attendance is that continuity and progression in learning

are ensured.

We actively promote and incentivise good attendance and improvements through all available

channels at whole school, year group, class and individual level and include the following:

displays,

assemblies,

during registration periods,
certificates,

regular 100% attendance prizes,
attendance award box,

improvement awards,
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e telephone call home,

e class ‘don’t be late dog’ to celebrate good punctuality

e attendance policy available on the school website,

e including parent information (Appendix 6) and a child friendly version (Appendix 7) in the
school welcome pack and in subsequent attendance related communications,

e using school communication channels e.g. texts, email, telephone calls, dojo, website

e 100% outing,

e |etters.

10. NON-ATTENDANCE PROCEDURES

All schools are expected to proactively manage lateness and restrict leaves of absence to specific
circumstances set out in Regulation 11 of the School Attendance (Pupil Registration) (England)
Regulations 2024. Non-attendance is recorded as part of the legal requirements and is coded at the

Head Teacher’s discretion.

10.1 Punctuality
¢ In Reception and Key Stage One; the bell will sound at 8.45am to indicate the start of
the school day and the doors will close at 8.50am.
o If pupils arrive after 8.50am, they will need to enter the school via the School Office
to be registered and parents/carers may be requested to sign the punctuality
register noting down the reason for being late.

o The morning register opens at 8.45am and-closespromptlyat-8-55am. Any child

arriving after 8.55am will be monitored as arriving late to school.

o The afternoon register opens at 1.00pm and-clesespromptiy-at1-10pm. Any child
arriving after at 1.10pm will be monitored as arriving late to school.

o Whole school registration closes at 9.15am and 1.30pm respectively and after this,
lateness will be recorded as an unauthorised absence. A Fixed Penalty Notice can
be requested for any pupil registered as an unauthorised late absence (recorded

as U) when there are 10 or more in a 10 week period.
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In Nursery in the morning session, the doors will open at 8.50am (morning session),

12.30pm (afternoon session) to allow children will come directly into their

classrooms. The doors will close at 8.55am (morning session), 12.35pm (afternoon

session).

o If pupils arrive after 8.55am/12.35pm, they will need to enter the school via the
School Office to be registered and parents/carers may be requested to sign the
punctuality register noting down the reason for being late.

o The morning register opens at 8.50am and-clesespromptiyat-8-55am. Any child

arriving after 9.00am will be monitored as arriving late to nursery.

o The afternoon register opens at 12.30pm ard-closespremptiy-atd-10pm. Any child

arriving after at 1.40pm will be monitored as arriving late to nursery.

e Being late for school and nursery adds up to sessions of lost learning.

e Issues relating to punctuality will initially be addressed with the parents/carers
through the first two steps on our Attendance Support Map (Appendix 8). Any or
all of the following approaches may be adopted and other modes of support will
be explored on a case by case basis:

> communication with parent/carers to understand potential barriers to
punctuality,

> offer of support through a subsidised place at our before school breakfast
club,

> referral for Early Help Unit for identified needs,

> establishing a Supporting and Improving Attendance Contract (Appendix 9)
using the Attend Framework if required,

> use of rewards and incentives to encourage punctuality,

> staff member on welcome duty to praise punctual attenders,

> use of main school entrance.

If no improvement is made or sustained, the Head Teacher, reserves-therightte
unauthorise-late-arrivals-before-the-main-schoolregistercloses along with the family,

will consider if more formal support is needed.
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Our school day ends at 3.15pm (3.20pm for nursery). We have procedures in
place should there be exceptional circumstances which prevent children being
collected on time. On these occasions, we will ensure that the child is
safeguarded until alternative arrangements have been secured. Should this
involve them remaining at school beyond 3.30pm, they will attend our After-

School Club (Mini-Explorers) and associated costs will be incurred.
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Reception and Key Stage One registration arrangements

Time Detail Action
8.45am Morning registration opens. Register is marked as present.
8.50am Doors are closed. Entry to school is Register is marked with minutes late on register.

through the School Office.

8.55am Entry is through the School Office.

Register is marked with a L on the register and the

number of minutes late recorded.

9.15am Entry is through the School Office.

Register is marked with a ‘U’ on the register and the
number of minutes late recorded. Late entry after
the register has closed is recorded as an
unauthorised absence for the whole morning
session. If a child arrives after the register has
closed 10 times in a rolling period of 10 weeks, the
threshold has been met for attendance
enforcement which could result in a Fixed Penalty

Notice or Prosecution.

1.00pm Afternoon registration opens.

Entry is through the School Office.

Register is marked as present.

1.05pm Entry is through the School Office Register is marked with minutes late on register.

1.10pm Entry is through the School Register is marked with a L on the register and the
number of minutes late recorded.

1.30pm Entry is through the School Office. Register is marked with a ‘U’ on the register and the

number of minutes late recorded. Late entry after
the register has closed is recorded as an
unauthorised absence for the whole morning
session. If a child arrives after the register has
closed 10 times in a rolling period of 10 weeks, the
threshold has been met for attendance
enforcement which could result in a Fixed Penalty

Notice or Prosecution.

Nursery registration arrangements

Time Detail Action

8.50am/ Morning registration opens. Register is marked as present.

12.30pm

8.55am/ Doors are closed. Entry to school is Register is marked with a L on the register and the
12.35pm through the School Office. number of minutes late recorded.
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9.20am/
1.00pm

Entry is through the School Office.

Register is marked with a ‘U’ on the register and the
number of minutes late recorded. Late entry after
the register has closed is recorded as an
unauthorised absence for the whole morning
session. If a child arrives after the register has
closed 10 times in a rolling period of 10 weeks, the
threshold has been met for attendance
enforcement which could result in a Fixed Penalty

Notice or Prosecution.

10.2 Unplanned absences

Our day-to-day processes for managing absence are rigorously applied to all children

attending William Lilley Infant and Nursery School.

We require all unplanned absences to be reported on their first day by 9.15am. In all

cases of unplanned absence the parents/carers should:

> only keep their child away from school if really necessary - the school will

always call and send home an unwell child, the school can administer over

the counter medication (such as Calpol) as requested by parents should this

be required to support a child to remain in school.

> consult the NHS website to help them decide whether they can go to

school,

> keep the school informed regularly for the duration of the absence. School

may request daily contact if attendance is, or has been, at a concerning level,

> if the absence is extended, e.g. beyond a week, seeking medical advice will

be encouraged and safeguarding checks may be made on the child’s welfare.

All communication channels are acceptable means of informing school of the

absence. These include email, answer phone message, telephone call, text message,

verbally informing a member of staff and Class Dojo.

We will mark absence due to illness as authorised. In the majority of cases, the

notification received will be the evidence required to accept the absence without

guestion or concern and we will not routinely request medical evidence to support

iliness absences. However, guidance states that we have the right to consider
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whether to accept the parents/carers position with regard to medical absence. We
will treat every illness absence on a case-by-case basis and in some circumstance
may request the absence request to be substantiated e.g. in the form of a doctor’s
note, appointment card, prescription, receipt of medicines purchased. This may be
due to:

> existing attendance concerns,

> genuine and reasonable doubt about the authenticity of the illness,

> clarification of the nature of the illness in order to consider if reasonable

adjustments are required,

> requiring information to support referrals to outside agencies e.g. Healthy

Families Team.

N.B. We are mindful that requesting additional medical evidence unnecessarily places pressure on

health professionals and appointment systems, particularly if the illness is one that does not require

treatment by a health professional.

Where there are grounds to believe the pupil will have to miss 15 consecutive school
days or more due to illness, we are required to inform the Local Authority Education
and Attendance Team, requesting the involvement of the Health Related Education
Team.

If the nature of the absence causes concern, the Attendance Champion or a member
of the Designated Safeguarding Team will be alerted.

The First Day of Unknown Absence Process (Appendix 10) will be activated if a child

fails to register and no known reason for their absence has been obtained by 9.15am
(or by 1.30pm for those children that are only attending in the afternoon). This is to
ensure that the school safeguards children who are ‘missing from education’;

Once the reason for the unplanned absence is determined, it will be recorded as
authorised or unauthorised. If a child is absent from school with no accepted
explanation offered by the parents/carers within five school days, it will no longer be

able to be considered as authorised.

10.3 Requests for a future absence
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Attending a medical or dental appointment will be counted as authorised as long as
we have received advanced notice of it. However, we encourage appointments to be
made out of school hours. Where this is not possible, the pupil should be out of
school for the minimum amount of time possible; parents are requested to confirm
the reason for the appointment, the time of leaving and return and the child must be
collected via the School Office.
All other requests for known future absences must be:

> made using the school’s Absence Request Form (Appendix 11). This can be

handwritten and handed into the school office or completed electronically

and emailed to officel8@williamlilley.notts.sch.uk,

> completed at least 2 weeks before the first day of the known absence,

> requested only for exceptional circumstances.
All requests will be considered sensitively on a case-by-case, taking into account
specific facts, circumstances and relevant contexts, whilst applying this policy
consistently and fairly (Appendix 12).
However, the Head Teacher may NOT grant any leave of absence during term time
unless there are ‘exceptional circumstances’.
Absence requests for holidays, or where the primary purpose of the period of
absence is for recreation and/or leisure, will automatically be recorded as
unauthorised for children enrolled in Reception or Key Stage One.
If there is a delay returning from a period of known absence, or where the absence is
subsequently found to be for recreation and/or leisure, all additional days taken will
be unauthorised.
When considering granting the leave of absence as exceptional circumstance, the
Head Teacher will consider:

> The amount of time requested

> Circumstances of the request

> Frequency of the request

> Previous leave of absences taken

> When the request was made

> Assessments taking place
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> Current attendance records
> Impact of absence on attendance records
> Impact on child’s education and ability to catch up on work missed.

e Examples of leave authorised for exceptional circumstances include:
> For a child to attend the wedding of their parent(s), for an immediate
family member and/or due to the child playing a given role in the ceremony —
approval may be given for the day of the wedding and one-day travel either
side of the wedding day,
> For a child to attend a funeral — authorisation may be given for a day,
> For a child to attend a graduation — authorisation may be given for a day,
> To support the application process for obtaining official documents e.g.
passport, visa — authorisation may be given for a day.

e If the non-attendance is unauthorised by the school, the pupil’s attendance is
deemed irregular. Under section 444 of the Education Act 1996, if a child of
compulsory school age, who is a registered pupil at a school, fails to attend regularly,
their parent/carer are guilty of an offence, and the Local Authority may take formal
action for failure to comply with the law including prosecution.

e If absence requests are received out of the requested time frame, or information
comes to light after the period of absence, the absence will still be considered
following this policy.

e Penalty Notices can be issued by a Local Authority Officer in line with the Local Code
of Conduct as an alternative to prosecution and the Education (Penalty Notices)
(England) Regulations 2007 have been amended to introduce a National Framework
for Penalty Notices from August 19% 2024 (Appendix 13).

e Extended periods of absence are those in excess of 15 days; you may be required to
enrol your child in the location where you are taking this leave and if your child is
absent for more than 20 consecutive days, they can be removed from school roll.
Extended periods of absence may be taken straight to prosecution by the Local

Authority.
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10.4 SEND, Health/Medical Related Absence and Emotional Based School Avoidance

William Lilley Infant and Nursery School recognizes that pupils with SEND and/or
mental or physical health/medical conditions may face greater barriers to
attendance than their peers. However, it is important to note that these pupils are
still expected to attend school regularly.
The school will ensure that reasonable adjustments are made in these instances to
reduce barriers to attendance, in line with plans in place that have been
implemented e.g. Education, Health and Care Plans.
The school will actively secure additional support from external partners to help
secure the highest possible levels of attendance and punctuality.
All pupils will be supported with their mental health in accordance with our SEMH
Policy.
If required, the school will provide support to pupils who are absent from school for
health needs by liaising with parents/carers to arrange schoolwork as and when
required, including facilitation online access to the curriculum from home.
Following an extended period of absence, a personalised or part-time timetable will
be considered and agreed periods of absence will be recorded with as authorised in
the register.
Any adaptations made will be tailored to the individual, documented and reviewed
by considering the following:

> regular meetings to evaluate any implemented reasonable adjustments,

> carrying out strengths and needs analysis,

> identifying pupils’ unmet needs through an Early Help Assessment,

> enabling a reduced timetable for a limited time e.g. late starts and early

finishes,

> referring to external agencies of support.
If a child has been out of school for 15 consecutive days, or more, due to illness, the
Local Authority Health Related Education Team will be contacted for their

involvement.

10.5 Children Missing Education (CME)
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e Early intervention if a child is missing education is paramount. This is to identify the
existence of any underlying safeguarding risk and to help prevent the risks to
children going missing particularly on repeat occasions, prolonged and/or
unexplainable absences.

e All staff are aware of the DfE Children Missing Education protocol which detail
processes for:

> a child who is on roll but not attending,

> a child who is moving out of the country or the family indicate they are
moving abroad,

> a family that indicate they are returning ‘home’ for any reason,

> a child who is of statutory school age but not applied or on roll of a school,
> parents who indicate they wish to Electively Home Education (EHE),

> a child is permanently excluded,

> a child is not in receipt of a full-time education e.g. on a part-time

timetable. (In these instances, the Local Authority reduced timetable implementation form

will be completed, and SBAP sbapteam@sbapsupport.co.uk and the Pupils Missing
Education Team pme®@nottscc.gov.uk will be notified. Sessions not attended for this purpose

will be recorded as C2 in the register).
e Inallinstances, the school is required to work collaboratively with the Local
Authority Children Missing Education Officer and follow the Local Authority
Guidance (Appendix 14).

11. WORKING TOGETHER TO IMPROVE ATTENDANCE

For some children, attending school every day will be harder than for others. We recognise there
may be legitimate reasons why some children miss school and we are committed to working
together, in partnership, to understand with sensitivity and respect and reduce barriers to a child’s

attendance by putting the right support in place.

25


https://assets.publishing.service.gov.uk/media/66bf57a4dcb0757928e5bd39/Children_missing_education_guidance_-_August_2024.pdf
mailto:sbapteam@sbapsupport.co.uk
mailto:pme@nottscc.gov.uk

We recognise that barriers to accessing education are wide and complex, both within and beyond
the school gates, and are often unique to individual pupils and families. We will always want to
support our families in ensuring good attendance whatever the circumstances they face.

Our ethos of Working Together is that pupils and families should receive holistic and strength-based
support. In the first instance, the school will be the lead practitioner and we are committed to
working with other agencies to provide wider-holistic support when required. Where a pupil or
their family already have a lead practitioner working with them, we will work alongside them to
help make attendance a key element of the existing plan of support. This includes pupils with a

social worker, early help practitioner or with an Education Health and Care Plan.

All absences will be looked at sensitively, within the context of the whole school curriculum, Special
Education Needs support, relational, mental health and well-being policies. They will be considered
on a case-by-case basis, looking at the individual needs of pupils and their families giving due regard
to the school’s obligations under the Equality Act 2010 and the UN Convention on the Rights of the
Child. Any non-attendance is a concern and all severities of absence falling below 97% will be
considered. Communication with home may begin at any point, particularly with families whose
child’s attendance falls below 94% and a model of early intervention, intensification of support and

escalation of procedures will be followed.
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Appendix 1 Staff handbook leaflet

g lER
WILLIAM LILLEY INFANT AND NURSERY SCHOOL ' ’
STAFF HANDBOOK — ATTENDANCE 2025

e

We follow the DfE guidance in ‘working together to improve school attendance. This
provides updated details of expectations to support children and their families to ensure
good attendance and punctuality.

Working together

ta improve school Working together to improve school attendance “Improving attendance is everyone’s

attendance . . . . . L

business. The barriers to accessing education are wide and complex, both within and

- beyond the school gates, and are often specific to individual pupils and families. Good
attendance begins with school being somewhere pupils want to be and therefore the

Appliss from: 18 August 2024

foundation of securing good attendance is that school is a calm, orderly, safe, and
supportive environment where all pupils are keen and ready to learn.”

Everyone’s responsibility
Just like Safeguarding, everyone has a responsibility for supporting and promoting good attendance. ﬂ E
Poor attendance can lead to a wide range of factors and is a key indicator of safeguarding. The new ln“[“nn“

guidance gives attendance the priority of safeguarding and poor attendance is considered as M“"E
‘educational neglect’. l

Our approach includes following this cycle with families:

Listen and Formilise Monitor Facilitate Enforce

Expect Understand support support

Our school attendance expectations:

v" Recognise the importance of good attendance and, alongside good behaviour, it is a central part of
our vision, values, ethos, and day to day life

v" Recognise that absence is a symptom and that improving pupil’'s attendance is part of improving the
pupil’s overall welfare.

v" Recognise improving attendance is a school leadership issue and have a designated senior leader
with overall responsibility for championing and improving attendance in school and liaising with pupils,
parents and external agencies where needed. Our senior attendance lead is Mrs Sally Beardsley
supported by Mrs Victoria Yard.

v' Make sure all teaching and non-teaching staff are consistent in their communication with pupils and
parents, and receive the training and professional development they need.

v' Make sure attendance support and improvement is appropriately resourced, including where
applicable through effective use of pupil premium funding. Where possible this should include
attendance or pastoral support staff

v/ Set high expectations for the attendance and punctuality of all pupils and communicate these
regularly to pupils and parents through all available channels. Our current expectation is 97%.

v" Visibly demonstrate the benefits of good attendance throughout school life

v" Recognise that attendance is never ‘solved’ and is a continuous process by regularly reviewing and
updating messages, processes, and strategies.

v" Recognise children missing education can act as a vital warning sign to a range of safeguarding
issues

Promote good attendance by:
v" Completing the register in atimely appropriate manner using the correct recording codes
v Knowing each and every child, their families and potential barriers. Support through positive
and effective professional relationships
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v' Support children with bespoke incentives, support and guidance to ensure positive attendance
and punctuality

v/ Support with monitoring and recording children whose attendance or punctuality may be of
concern and record any concerns via the safeguarding CPOMs system

v" Engage with school approach to rewards both in assemblies — such as Joe the crow, 100%
attendance awards, termly attendance certificates and punctuality rewards.

v' Communicate the importance of good attendance to parents offering support where needed and
rewarding where necessary. This links in with our overall communication in which we share half
termly attendance ‘RAG’ rating, trends in weekly newsletter, termly and annual certificates, leadership
challenge and support processes. This includes sharing information such as NHS guidance on
attendance such as 48 hour rule for sickness and diarrhea, to attend if well enough for school.

v" Know the graduated system that the school offer including in-class support, senior leader support,
EHAF and targeted external support including enforcement and Local Authority support such as
Attendance team, Health Related Attendance Team and Anxiety Related Non-Attendance (ARNA)
team.

v Know the systems we have in place for challenging poor attendance and punctuality which
include fixed penalty notices for poor attendance, attendance contracts and LA attendance
enforcement

v Communicate effectively about holidays Children who have concerning attendance who take a
term-time holiday of more than three days will have a fixed penalty notice. Parents are expected to
complete a form prior to the holiday for this.

Register attendance codes:
The register is a legal document which highlights the significance of attendance and the importance of the
accuracy when completing the register.

5 e Nottinghamshire
=95 1 County Council

QUICK GUIDE

Attendance Codes

Attendance Codes

The table shows all the ard
shsence codes avadable to schooks 2z [CODE DEFINITION

af September 2024 d

Al zchoals are requined to mark svery 5

child's C =
€1 |ueswwot f—

regiter twice 2 day using the approprt

Losre of s aemon - part tirme-tahe for compatiary schesl sge chide

60 ANG A AOT B USRI

H code all autharised term-sime
must mow b coded with the C
ooe

Jeoda raplacad by J1

¥ CoN@ replaCH Oy ¥ 11D YT

Use of the B Code

pupil i Taking B3t in an ap-
prowsd

hary

are gy

w
have tha approgeiite sk, train-

= mlFlElEIZIEIRREE|2|e[4|=]2le|=|c]|z|2|[~ |=|s|-|a|m|=|R
£
¢

USO8 07 EACCE TG, Sven iT
supervised by 2 parent

ISET duysl

Use of the § Code

Tha ) code can ey be wisd when 4. chid b
R S —— taxn
ot rest arvive or B bt brasks o], the ¥ ocde i be

Parental communication:

We RAG rate each child’s attendance and communicate this half termly to parents and carers. The following
code is used for this purpose. Please ensure that you know your children’s attendance and support in
communicating this in a consistent way.

28



GREEN

Your child may have absences, but

they are not of a concern.

AMBER

Your child’s attendance and/or
punctuality is concerning and the
school will be working to

support you.

Your child has absence and/or
punctuality rates that are
concerning over a prolonged period
of time. School will be working with
you to improve attendance and a
referral may be made to access
support from the Local Authority.

Education and Attendance Team.

BURGUNDY

School will be working with you to

ensure that support is accessed and

in some cases, the school may

engage with the Local Authority’s
processes for pursuing legal

interventions.

Attendance Policy:

Ensure that you read this including the annual updates and adhere to the contents. An updated ool ’
version is available on the school website.

Further support for families and children can also be found on the school website by visiting:
www.williamlilley.notts.sch.uk>parents>attendancepunctualityandhealth

ATTENDANCE & PUNCTUALITY POLICY
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Appendix 2 NHS guidance on absences due to illness

it o LI W b 31 0 AP, 3 1) WP koo 3 1M

Chicken Pox

Until all spots
have crusted
over

4 days from
onset of rash

UK Health
Security
Agency

Should | keep my

child off
school?

Yes

Until...

Chickenpox

at loast 5 days from the orset of the rash and
untd all bisters have crusted over

48 hours after thelr last eplsode

they no longer have a high temperature and
feel well enough to attend. Follow the national
guidance if they've tested positive for COVID-19.

their sores have crusted and healed, or 48 hours
after they started antibiotics

4 cays after the rash fisst appeared

S cays after the swelling started

they've had their first treatment

24 hours atu Y g

No

but make sure you let their school or nursery

DiznID)
3
[=]F¥s

i — Advice and guidance
To find out more, search for

Head lice Tonsifits health protection in schools

Theeadworms Slapped chaek or scan the QR code or visit
https://qreo.de/minfec.

Conjunctivitis

No need to stay

off but school
ornursery
should be
informed

e

5 days from
onset of swelling

R

Until
recovered

Impetigo

Diarrhoea & Glandular
Vomiting Fever

[ E— [E—
No need to stay | No need to stay Until lesions are
48 hours from off but school off but school crusted & healed or
last episode ornursery or nursery 48 Hours after
should be should be commencing
informed informed antibiotics

Slapped Whooping
m

No need to stay
Until after first 24 hours after off but school 48 Hours after
treatment commencing ornursery commencing
antibiotics should be antibiotics
informed
R ——
No need to stay No need to stay No need to stay
off but school off but school off but school
or nursery or nursery or nursery
should be should be should be
informed informed informed
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Appendix 3 Attendance and Absence Codes

The table shows all the attendance and
absence codes available to schools as
of September 2024.

All schools are required to mark every
child's

register twice a day using the appropri-

ate codes.

Mew codes have been intreduced for
September 2024, most notably the up-
dated C1 and C2 codes, codes Y1 to Y7

Deleted Codas

From September 2024 the fol-
lowing codes are no longer avail-
able and must not be used:

H code all authorised term-time
must now be coded with the C
code

1 code replaced by 11

¥ code replaced by ¥ 1 to ¥7

Use of the B Code

The DFE has clarified that the B
code can only be used when a
pupil is taking part in an ap-
proved

educational activity and that they
are physically supervised by an
adult considered by the school to
have the appropriate skills, train-
ing and knowledge. It cannot be
used for remote learning, even if
supervised by a parent

.

Nﬂttinghams h irE September 2024
County Council

QUICK GUIDE

Attendance Codes

Attendance Codes

CODE DEFINITION

/ Present jam)

\  |Present jpm)

B jAstending any other approved Education Adtvity which is not sporting activity or work experience
C Other suthorised exceptional dircumstances |Funeral tc)

Cl Leawe of absence — Regulated Performance or regulated employ t abroad

c2 Leawve of absence - part time-table for comp y school age child:

D Dual registration - on roll at one school and on leave to sttend another school

E Suspended or perm Jy excluded without alternative provision

G Family holiday (not agreed)

| lliness (Authorised abs=nce)

11 Leawve of absence- Interview for employment or admission to ancther educational institution
K |Astending alternative provision arranged by the Local Authority, Alternate Provision

Late [before register closes) Pupil absent when register is taken but arrived before the register is

L closed

M Leawve of absence for attending s Medical/ dental appointment

M Mo remson yet provided for sbeence. Whers abouts not known

o Ak in other or unknown circumstances

P Particpating in sporting sctivity. This must take place during the session it is recorded
0 Unable to sttend lsck of scoess arraing nt

R Religious ohservance

5 Study leave for public ination. To be agreed with parent or Carer in advance

T [Travelling with parent for occupational purposes in the course of their trade or busi
u Late [after register closes)

v Attending educational trip or visit

W | attending work experience

X Mot required to i~ Non-compulsory school age children
¥l Unable to sttend — Mormal transport not awsi
Y2 Unable to sttend — Widespresd travel disruption
Y3 Unable to sttend — Unavoidable partial school dosure
¥4 Unavoidable full school dosure
¥5 Unsble to sttend — Criminal Justice detention
Y& Unable to attend in sccordance with public health guidance or law
Y7 Unsble to attend becsuse of any other unavoidable causs

i Prospective pupil not on admission register

# Pl d whole school dlosure [e.g. school holiday, INSET days)

Use of the 0 Code

The O code can only be used when a child is unable to attend because the loczl authority is responsible for armanging
school transport and this has not yet been set up. Wherne local suthority transport has been set up but fails |e.g. taxis

does not arrive or the bus brezics down). the ¥ code must be used.
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Appendix 4 Timetable of attendance management - recording, reporting, monitoring and evaluating

Monitoring and Evaluating

Responsibility

Daily

Chargeable Breakfast Club opens at 7.30am, with a

Universal Offer commencing at 8.15am.

Wrap Around Team

Gates to main playground and Broad Oak are opened as

per agreed time.

Site Manager

All doors to school are opened as per agreed time.

8.45am (8.50am nursery)

All doors to school are closed as per agreed time.

8.50am (8.55am nursery)

Gates to main playground and Broad Oak are closed.

Site Manager

Electronic register taken and closed as per agreed times

and daily praise/rewards given.

Class Teacher

Ensure absences are recorded on the school system Office
(SIMS).

Monitor punctuality — record any entrance through the Office
main door with times and reasons.

Home collections/visits as required. Senior DSL
Checking register completion as per agreed time and Office
consult with any classes where registers are incomplete.

Print out hardcopy of attendance register for emergency | Office

situations. Shred previous days.

Unknown absences investigated — current and previously

recorded as N.

Office - elevated to a DSL

Welfare checks on pupils with concerning attendance —
either historical or due to length of current non-

attendance.

Office

Highlight to safeguarding leads parents who request

additional support with attendance.

Office and Class Teacher
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Weekly

Class of the week award presented (for the most
improved) and 100% attenders entered into raffle drawn

weekly.

Senior Leadership Team

Punctuality prize presented.

Class Teachers

Review children with concerning and persistent

absenteeism.

Head Teacher (Attendance

Champion AC)

Process Leave of Absence applications.

Head Teacher (AC)

Attendance highlights shared in newsletter.

Head Teacher (AC)

Punctuality report analysed.

Head Teacher (AC)

Note class % for next week’s assembly and add to
spreadsheet. Print off birthdays and those with 100%

attendance.

Office

Record whole school % for statutory and non-statutory.

Note reasons for exceptions.

Office

Fortnightly

Monitor children with emerging absenteeism and/or any

children with attendance below 96%.

Office

Run reports for children with more than 8 authorised
absent sessions in last the last three months and any

with unauthorised absences in last and next month.

Office

Review children’s attendance whom are on a graduated

response.

Head Teacher (AC)

Half-termly

Preparation of attendance data including benchmarking
against local, regional and national levels using DfE
Attendance Summary Report for Y1 and above, and SIMS

for Reception (non-statutory and statutory).

Office

Attendance thresholds reviewed. Communicated to staff
half-termly and persons with parental responsibility at a

minimum Autumn 1, Spring 1 and Summer 1).

Office

Termly

Report to Governors.

Head Teacher (AC)

Review attendance processes, monitoring and

evaluation.

Attendance Governor

Attendance Certificates.

Office

Cross reference attendance with pupil progress.

Head Teacher and Class

Teacher
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Yearly

Attendance Policy.

Head Teacher (AC) and

Attendance Governor

Focused discussion on children with historical

attendance concerns.

Senior Leadership Team

Attendance Certificates and 100% celebration, class and
year group awards. All children to receive a copy of their

attendance certificate within their official school report.

Head Teacher (AC)

Completion of Attendance Self-Assessment

Head Teacher and

Attendance Governor
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Appendix 5 What Absence Really Means

Attended Attendance Hours of Sessions of Days of learning Weeks of learning lost
number of days percentage learning lost learning lost lost
190 100% 0 0 0
189 99.47% 12 2 1
188 98.95% 24 4 2
187 98.42% 36 6 3
186 97.86% 48 8 4
185 97.37% 60 10 5 1 school week
184 96.84% 72 12 6
183 96.32% 84 14 7
182 95.79% 96 16 8
181 95.26% 108 18 9
180 94.74% 120 20 10 2 school weeks
179 94.21% 132 22 11
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Appendix 6 Parent Information

Welcome Booklet for Parents to be compiled academic year 2025-2026
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|
I -
1 National Framework for
|
: Fixed Penalty Notices o e oo
: The following changes will come into force for FPNs issued after 19th August 2024.
4
----------—---------1-----—------------
! I
| . All schools will be required
1 Per parent, per child I : o red
I | to consider a fine when a
I Fixed Penalty Notices can be issued : child has missed 10 or more
1 to each parent, for each child. 1 sessions (5 days) for
: 1 unauthorised reasons.
1 Schools will try and provide : This can be for term time
i support to help with attendance, | leave/irregular attendance of
: but if this is not effective or the Il 5 or more consecutive days or
I primary purpose of the absence is : 10 separated sessions in a
1 for recreation, leisure or a .
1 10 week period.
| holiday, parents may face |
: paying a fine. 1
I | Period of absence
L

|
|
|
|
|
1
|
|
I
|
|
|
|
|
|
|
1
1
|
|
-
|
1
|
|
1
|
1
|
1
|
|
|
1
I
|
1
I

e rionos If.a ?econd FPN is i?sued
within a 3 year period,
the amount will be £160
per parent, per child
(paid within 28 days).

There will be no

The first time a FPN is
issued, the amount will
be £160 per parent per
child, (paid within 28

opportunity to pay a
days), reduced to £80 per

reduced amount.
parent per child if paid

within 21 days.

2nd Offence

-----_------------L-_----------___---_l

The third time an offence is committed in a 3 year period,

a FPN will not be issued and the case will be presented
straight to the Magistrate’s Court. Magistrates’ fines can be
up to £2500 per parent, per child. Cases found guilty can
also show on a parent’s future DBS certificate, due to a
ffailure to safeguard a child’s education’.

3rd
Offence

’-----F---------

M N N N N N N N N N S N N N N SN N NN SN BN SN SN SN SN N N S B NN BN BN BN BN BN S S
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0 ACHIEVE THE HIGHEST POSSIBLE
OF ATTENDANCE AND PUNCTUALITY

By law, every child of compulsory school age, is entitled to a full-
time educat:on We expect every child to be able to, and want to,
be in school and for all children to achieve a percentage
attendance above 97%. Please retain this document as a useful
summary guide for how we can achieve this, together.

We understand that for some children,
attending school every day will be harder
than for others. We recognise that barriers

to accessing education can be wide and

complex, both within and beyond the
school gates and we want to support you
in ensuring good attendance, whatever
circumstances you face,
If you are worried about your child’s
attendance, please make contact with a

We understand that some absences
are unavoidable. Unplanned
absences must be reported on the
first day by 915am. In all cases, we
request that you only keep your
child away from school if absolutely
necessary. If we do not receive
notification, your child will be
classed as missing from education
and as we have a statutory duty to
safeguard them which may result
‘ina home visit or involving

S =)




Punctuality Information Booklet

PUNCTUALITY

Being at school matters
and so does being at school on time
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Be an

Attendance

w Everyday
¢ Re_adu
* On time

Children who arrive late at school can feel embarrassed, uncomfortable and
confused walking into a classroom late.

They can miss out on introductions, important learning and social time.
Lateness disrupts the learning and routines for everyone.
Punctuality is an important life skill.

Being on time is important for children to start the day off calmly; being late
can lead to children being unsettled and can affect their

behaviour and concentration.

Being on time maximises the amount of learning time.
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Did you know...?

Lost Minutes =
Bee On Time

Lost Learning

10
{’/ Days
o 6.5 Lost
2 Days
Days Lost
Lost
g N I -
= 5 Minutes w - 10 Minutes — _‘,'L — 15 Minutes
late per 2§ late perday - late per day
day

,Lq :

S5 MINUTES A DAY =

10 MINUTES A DAY =

15 MINUTES A DAY =

20 MINUTES A DAY =

30 MINUTES A DAY =

3.4 days
98.4% attendance

6.9 days
97.6% attendance

10.3 days

94.6% attendance

13.8 days
92.9% attendance

20.7 days
89.2% attendance
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Tips for being on time for school

Know the school start time.

Plan on leaving for school a few minutes earlier than you need
to.

Prepare school things e.g lunches, school bag and uniform the
night before.

Print out or ask the School Office for a copy of the school
calendar so you can prepare in advance for special school
days.

SUEENEENCY

Have a bedtime and morning routine — and stick to it,
consistency is key.

Keep rooms for sleeping at a comfortable temperature.

Avoid mobile and other electronic devices.

Set an alarm clock and keep it away from easy reach (to
avoid it being switched off and causing overlaying).

Make sure you know you know your route to school — and
have alternative travel plans just in case your usual route or
method changes e.g. due to road closures or bus cancellations.

NEENN RN

Attend our free breakfast club.

Think about the reasons why you are late.

Talk to friends for ideas or walk to school with them.

Speak to your child’s class teacher for them to help with
rewarding your child when they are on time.

S

If you need any further support or advice about punctuality or attendance

issues in general, please speak to a
member of staff. o
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Sample letters and texts

Text — Unknown absence (1)
Good morning. Your child has not attended school today (day date month year). Please contact the school office this morning
with a reason. Many thanks. The William Lilley Team.

Text — Unknown absence (2)

Good afternoon. We have been unable to contact you to gain a reason for your child’s absence. Due to our safeguarding
responsibilities, we may be required to carry out a home visit to ensure that you are all safe and well. Please contact the School
Office by 230pm today (day date month year).

Text — Acknowledging receipt of Leave of Absence form
Good afternoon. We have received your child’s Leave of Absence request. Please await correspondence regarding the outcome
of the application.

Text — Punctuality message
Good morning. We are looking forward to seeing xxx in school, on time, today. Thank you for your ongoing support, it really
does make a difference to them!

Text - Attendance Green 100%
Your child’s attendance annual attendance up until xxxx is 100% and is in our GREEN category. Thank you for your support in
making this happen. Regular school attendance is crucial for their academic and social growth.

Text -Attendance Green Above 97%
Your child’s attendance up until Feb half-term was above our target of 97% and is in our GREEN category. Thank you for your
support! Regular school attendance is crucial for their academic and social growth.

Text - Attendance Green Above 95%
Your child’s attendance up until Feb half-term was just below our target of 97% and is in our GREEN category. Thank you for
your support! Regular school attendance is crucial for their academic and social growth.

Text - Improving

Whilst it is still significantly below our target of 97%, your child"s attendance is improving week on week and is in our GREEN
monitoring and managing attendance threshold. Thank you for your support. Regular school attendance is crucial for their
academic and social growth.

Text — Improving
Your child’s attendance has improved and is no longer in the persistent absentee category. We look forward to this continuing.
Thank you for your support. Regular school attendance is crucial for their academic and social growth.

Text — Improving
Whilst your child’s attendance remains in the persistent absentee category. They have attended x number more sessions this
term than last. Thank you for your support. Regular school attendance is crucial for their academic and social growth.

Email - Good afternoon

As advised in our Attendance Policy, we are required to monitor all children's attendance and punctuality.

Your child's attendance has been reviewed and it is currently in our GREEN monitoring and managing attendance threshold.
Whilst your child's attendance is currently below our target of 97%, we are aware of the reasons for their absences and currently
do not have any concerns. We appreciate the efforts you make to ensure your child attends school when they're able.

Should you wish to discuss your child's attendance or require support for it to improve, please do not hesitate to speak to myself
or a member of staff.

Thank you for your continued support.

Email - Attendance Green 90% - 95%

Good afternoon

As advised in our Attendance Policy, we are required to monitor all children’s attendance and punctuality.

Your child’s attendance has been reviewed, and it is currently in our GREEN monitoring and managing attendance threshold.
This means that whilst your child may have had absences, we are aware of the reasons for them and are not currently
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concerned. However, because your child’s attendance is below our target of 97%, we will be monitoring it closely over the rest
of the academic year.

Should you wish to discuss your child’s attendance or require support for it to improve, please do not hesitate to speak to myself
or a member of staff.

Thank you for your continued support.

Email — Attendance Green Below 90%

Good afternoon

As advised in our Attendance Policy, | am required to monitor all children’s attendance and punctuality.

Your child’s attendance has been reviewed, and it is currently in the GREEN monitoring and managing attendance threshold.
Whilst your child’s attendance is significantly below the target of 97% and falls into the persistent absence category (below
90%), | am aware of the reasons for absence and are not currently concerned.

Thank you for your continued support.

Mrs S Beardsley

Email 3 — Attendance Amber Below 90% prev spoke and working together

Good afternoon

As advised in our Attendance Policy, | am required to monitor all children’s attendance and punctuality.

Your child’s attendance has been reviewed, and it is currently in the AMBER monitoring and managing attendance threshold.
Whilst it is significantly below the target of 97% and falls into the persistent absence category (below 90%), | am aware of the
reasons for absence and are not currently concerned.

Thank you for speaking to me about ways in which we can work together to bring about an improvement and | look forward to
this continuing.

Graduated response letter — inviting in for formal SIAC meeting

Dear xxx

| write further to the letter sent on Friday 29th November, 2024 regarding xxx’s attendance and punctuality.

Whilst | have seen a significant and sustained improvement in xxx’s attendance, there are continued concerns around
punctuality.

I will continue to monitor daily both your child’s attendance and punctuality for the next week. Should the concerns persist then
you will be invited into school to complete an Attendance Improvement Contract which will also involve me making a referral
to the Early Help Unit focusing on support for boundaries and routines. This will form the next step on our Attendance Support
Map, whereby support will be formalised and intensified and is offered as an alternative to pursuing Local Authority legal
interventions.

We are committed to working with you and if there is anything further we can support you with, please do not hesitate to
contact me.

Example letter - SIAC Cesation

Dear xxxx

| am writing to confirm that due to a sustained improvement in xxx’s attendance and punctuality, | am now able to close the
Supporting and Improving Attendance Contract that has been in place since January.

May | take this opportunity to thank you for working so closely with me. | was delighted to hear that the whole family has
benefitted from a more structured routine, with xxx responding more positively to expectations.

I look forward to seeing xxx continue to be in school and on time, however please do not hesitate to contact me should you
require any further support in the future.

Example letter — Suspected holiday

Dear xxx

Between xx and xx your child was absent from school. We suspect this was the purpose of a holiday in term time. This absence
has resulted in your child having 10 sessions of unauthorised absence over a 10 school week period.

Please contact the school by xx to provide evidence this was not the case. If reasonable proof is not provided a request to the
Local Authority to issue a Fixed Penalty Notice will be made for failing to ensure that your child attends school regularly.
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Appendix 7 Young Person’s Information

To be compiled academic year 2025-2026 with input from School Council
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Appendix 8
ATTENDANCE SUPPORT

The stages of support follow the expectation for everyone to be able to and want to be in school. School is a place

for belonging through attendance and we work hard to create welcoming environments in which
all children can gain that, in which they can thrive and achieve. We monitor attendance data to identify who may

need some support with their attendance and will consider a graduated response.

LISTEN AND UNDERSTAND FACILITATE SUPPORT

* Where there are concerns about o |f the concerns persist and pupils miss 10% or more of school,
attendance and punctuality, the the offer of support will be REINFORCED. This may involve:
school will make verbal contact * an Attendance Improvement Plan (Appendix 11) with SMART
with home and/or'the child to targets being written with parents using the ATTEND
BEGIN understanding and framework to ensure that attendance expectations are
identify'ipg any potential barriers understood and steps are agreed to improve attendance
e (el suppo.rt. PR ) e consulting specialist Local Authority avenues of support for
.atten.d.anc.e iz [ e an.d early Emotional Based School Avoidance and the Education
|dent|f!ca'F|on and support is Psychology Service graduated response to school non-
essential if they are to be attendance,

op;ivv?:;esi.r;?;t?jg:i\lli:zla\ﬁr;g e an early help, multi-disciplinary or whole family plan where

: absence is a symptom of a wider issue for example possible
}s_luplapc;‘rt o com;zlf:ztlng in E.a:jrltyh. effects of siblings and the family’s history,
p;aopcaeszsessmen SRS - ¢ considering other avenues of support or other temporary
' L . solutions, if an outside agency has been approached and there
¢ more focused monitoring of daily is a lengthy waiting list,

gzj ::;Il(z igtrir::jgic;gﬁ?irs?;g ¢ providing additional support for children who are vulnerable to

all available and appropriate developing school refusal behaviours, those who are
experiencing social, emotional or mental health issues, medical
conditions, Special Educational Needs and Disabilities and
children with a social worker.

FORMALISE SUPPORT

e Where attendance and punctuality concerns continue ENFORCEMENT
and voluntary support is not working or not being
engaged with, support will be INTENSIFIED. Particular
focus will be given to pupils who are absent from school
more than they are present (those missing 50% or more of
school). This may involve:

¢ home visits made and evidence of reasons for absence
asked for,

¢ all absences being unauthorised,

¢ reasonable adjustments being made in the pupil's best « notice to improve
interests e.g. part-time timetable, o S o
. &P . ¢ legally binding Education Supervision Order,
¢ establishment of an Improving Attendance Contract « parenting order
(Appendix 12), :
¢ penalty notice in line with the National
Framework.
e attendance prosecution in the Magistrates
Court,

e an assessment by children's social care.

eWhere all avenues have been exhausted or
deemed inappropriate, school will engage
with the Local Authority's processes for
pursuing STATUTORY (LEGAL)
INTERVENTIONS. This is to protect a child's
right to an education and may involve the
following:

¢ Local Authority attendance contract,

e targeting support meetings,
e targeted re-engagement actions,
¢ involvement of other school's where siblings attend,

¢ the involvement of the Education and Attendance Team
for cases of persistent absences where a significant
proportion of the absences are unauthorised.
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GRADUATED SUPPORT OFFER

‘ Pupil’s name: ‘ Date of Birth:

Level

Action options

Date

EHAF —in school

EHAF — referral with consent

Attendance mentoring/peer support e.g. meet and greet, Shining Stars,
responsibilities in school e.g. feed fish

Soft start/alternative entrance

Breakfast Club

Home visits, support with collection, wake up calls

Incentives

£ Letter with leaflet
= Sensory support upon completion of audit— uniform adjustments, ear defenders,
A movement in lessons
% SEMH — EBSA screening tool, ARNA, MHST, CAMHS, EPS, HRET, SBAP
= TAF
L HFT
Medical inc GTKM
SEND/EHCP — ICDS — Local Offer
Charity involvement e.g. financial support, sleep, debt
Involvement with other school
Parenting courses
Unauthorise absences
Increase monitoring
Young Carers
© Resubmit/EHAF — referral with consent
S Supporting and Improving Attendance Contract (using Attend Framework if
§' required)
Y Reasonable adjustments/re-integration plan (e.g. timetable adaptions)
e Targeted support meeting
g Targeted re-engagement plan
L

Family Service
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Appendix 9 — Supporting and Improving Attendance Contract

What is an Improving Attendance Contract?

A Supporting and Improving Attendance Contract (SIAC) is a formal written agreement between a
parent and the school to address irregular school attendance, and is an offer on our Attendance
support Map (Appendix 8 — Attendance Policy),

It is not legally binding, however it is intended to formalise support offered as an alternative to
prosecution,

Parent(s)/Carer(s) cannot be compelled to a SIAC, and they cannot be agreed in a parent’s absence,
There is no obligation on the school to offer a SIAC and it may not be appropriate in every instance,
but should always be explored before moving to enforcement or prosecution.

The Supporting and Improving Attendance Contract Meeting

In order for a SIAC to be established, a meeting will be arranged with the parent(s)/carer(s) at which:

the SIAC will be explained and why one will be beneficial in the circumstances,

support that has already been offered will be reviewed,

parent(s)/Carer(s) will have the opportunity to outline changes in circumstances, any underlying
issues previously not disclosed and if any further support would be helpful in securing the pupil’s
regular attendance.

As part of the contract, where possible, the pupil’s views will be obtained.

Where a parent or carer fails to attend the meeting without good reason or notification, x (how many)
further attempts will be made to rearrange it. If further attempts are unsuccessful, prosecution may be
sought.

The Supporting and Improving Attendance Contract

SIAC’s will be written in language that can be easily understood and will contain:

details of the requirements the parent(s)/Carer(s) is expected to comply with,

details of the support,

a statement from the School agreeing to provide the support to the parent(s)/Carer(s)/child to
meet the requirements,

a statement by the parent(s)/Carer(s) that they agree to comply with the requirements for the
period of time specified by the contract,

a timetable of review and the duration it will be in place. There is no minimum or maximum review
period, however most will be in place for a minimum of 12 weeks and a maximum of 12 months,
with short-term targets detailed.

The requirements specified, and the support provided, will depend on the individual case and will be
tailored to the needs of the individual and their family. Examples of requirements may include:

measures to ensure the pupil attends school punctually and regularly e.g. unauthorising absences
due toillness, any lates will be recorded as an unauthorised absence,

meetings that must take place and that parent(s)/Carer(s) must attend,

clear expectations that support that is offered is engaged with.
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The support provided to help may include:

e Bespoke incentive and rewards,

e Weekly contact with a named professional,

¢ In-school parent learning opportunities e.g. (phonics information morning),

e Expected attendance by the parent(s)/Carer(s) at in-school events (e.g. parents evening),

e Further signposting or referrals to external services, voluntary or community sector programmes
(e.g. housing, health services, foodbanks),

e Formal parenting programmes,

e Temporary reasonable adjustments within school for the pupil concerned (e.g. alternative drop-off
and collection arrangements).

Once agreed, the SIAC will be signed by all involved parties and copies shared. This may include other
agencies who are already working with the family. A review meeting will be arranged and improvements
will be required to be sustained, upon completion the SIAC will be ceased and parents will receive written
communication to confirm this (i).

Non-compliance

Where a parent does not comply with the requirements set out in the Contract, they will be contacted for
an explanation. A decision will be made whether the explanation offered is reasonable, and if the Contract
remains useful.

If the explanation shows that the SIAC is proving too difficult to comply with through no fault of the
parent(s)/Carer(s), then the review meeting will be held early to enable amendments.

Where no explanation is given, or it is not satisfactory, a warning in the form of a letter (ii) will be sent
explaining that the contract is being undermined and may be terminated, and another course of action
pursued if the parent(s)/Carer(s) do not engage. If further instances of non-compliance occur e.g. an
arranged meeting to discuss how it can be made to work is not attended, it will be necessary to cease the
contract and an alternative course of action sought (e.g. a legal intervention) and this will be
communicated in written form (iii).

Further meetings may involve the Local Authority in the form of a Targeted Support Meeting.
There is no criminal sanction for a parent/carer’s failure to comply with, or refusal to sign, a SIAC. If the

pupil’s irregular attendance continues or escalates to the point where prosecution is deemed appropriate,
however, any failure or refusal may be presented as evidence in the case.

Record Keeping

All discussions, decisions and formal documents will be recorded using the School’s electronic system,
CPOMS. Where children leave the school, their electronic file will be transferred to the new school.
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Supporting and Improving Attendance Contract

The law entitles every child of compulsory school age to a full-time

education. Under Section 7 of the Education Act 1996, it is the legal

responsibility of parents to make sure their child receives that education.

<Name of child> is registered at William Lilley Infant and Nursery School, and there is an additional legal

duty for parents to ensure they attend regularly. If a child of compulsory school age who is registered at a
school fails to attend regularly at the school, the parent is guilty of an offence under Section 444(1) of the

Education Act 1996. Our Governing Body have set the regular attendance target of 97%.

This Supporting and Improving Attendance Contract is:
e aformal written agreement between their parent/Carer and the school to address irregular school
attendance, and is an offer on our Attendance Support Map (Appendix 8 - Attendance Policy),
e not legally binding, however it is intended to formalise support offered as an alternative to

prosecution.

Date/time of meeting:

Location:

People invited to the meeting:

Pupil’s name:

Date of birth:

Current year group:

Address:

Historical and current attendance

information:
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What is working well?

What are the main concerns (with

associated reasons)?

What needs to be done to ensure that
attendance and/or punctuality

improves?

What requirements need to be met?
(The SMART attendance targets and

the timescale for improvement).
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(including short-term targets).

Actions and support agreed to meet requirements

By whom (Parent/Child/School): By when:

These actions will be reviewed at the Supporting and Improving Attendance Contract Review meeting,

which is to take place :

on:

at:

Parent/ Carer

| am committed to Working Together to improve the attendance of my child and confirm that this
Supporting and Improving Attendance Contract was agreed by all present. | am aware that if this
contract is not complied with, the School will be required to engage with the Local Authority’s processes

for pursuing Statutory (Legal) Interventions. This is to protect my child’s right to an education.

Signed:

Name:

Date:

Signed:

Name:

Date:

School Representative

William Lilley Infant and Nursery School is committed to Working Together to improving the named

child’s attendance and confirm that this Supporting and Improving Attendance Contract was agreed by

all present:
Signed: Name:
Role: Date:
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Other Agency (if applicable)

| am committed to Working Together to improving the named child’s attendance and confirm that this

Supporting and Improving Attendance was agreed by all present:

Signed:

Name:

Role:

Date:
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Attendance Improvement Plan
(source: ATTEND framework)

Child’s name

Date of initial meeting

Adults present

Current attendance %

Child’s strengths

Statement

Identified factor
(Y/N)

Action plan

Review

Significant fear of an aspect of the school
environment.

Significate fear of something happening at
school.

General school phobia characterised by a
fear reaction (tears, sweating, fast
breathing, racing heart, panic, angry
outbursts, aggression) when near school,
before school, discussing school. Insomnia
on school nights.

Mental or physical health
problems/condition that impacts on daily
life.

Gender dysmorphic.

Intolerance to certain sensory input.

Bullying/loss of class friend/isolated/falling
out with another student.

Problems involving social media or
cyberbullying.

Bad reputation at school.

Felling of social exclusion due to
culture/ethnic/gender/LGBTQ identity.

Learning difficulties/special educational
needs.
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Finds work too hard/easy.

Trouble with certain teacher.

Mistrusts teachers/worries about
interactions with teachers.

Exam anxieties.

PE/games difficulties.

Finds school hierarchy/rules too
strict/inflexible.

Recent change of schools/move from
Primary to Secondary/transitional year

group.

Recent move to UK/English is an additional
language.

Parental mental or physical health needs.

Significant parental anxiety about CYP's
health.

Safeguarding concern.

Loss/separation/bereavement.

Stressful or traumatic life event.

Change in family structure.

Young carer.

Money worries/debts/family living in
poverty.

Inadequate housing.

Practical difficulties getting into school.

Significant distress separating from main
attachment figure.

Cultural values which do not prioritise
school-based education.

Liberal access to PC/phone/games
console/internet/TV/food.

Girlfriend/boyfriend out of school.

Same-age or older peers out of school.

Other family members at home during the
day.

Work/earnings out of school.

Extra attention from, or time with, a
parent.
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Greater control over environment and
routines at home.

Access to social online gaming.

Access to learning through other means.

Membership to a gang or radical group.

At risk of Child Sexual Exploitation.

Low motivation — little point to school.

How to explain absence to friends — social
embarrassment.

Facing teachers.

Specific anxieties relating to returning to
the school environment.

Inability to catch up with school work.

Secondary trigger event.

Difficulty accessing professionals.

Disrupted sleep cycles.

Strained relationships/lack of trust between
school/family/professionals.

Length of the school day
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Appendix 10

FIRST DAY OF UNKNOWN ABSENCE PROCESS

If a child fails to register and there is no know reason for their absence, we are required to find out where

they are and that they are safe. This is to ensure that the school safeguards children who are ‘missing from

education’.

Upon collection of registers and
Q) logging of absence notifications,

Q the school will produce a list of

o+ children absent with no

Vs explanation by 9.15am and for
those children who only attend in
the afternoon, by 1.15pm. We will
contact those with parental
responsibility to gain a reason for
absence.

(@

If we are unable to get hold of
Q_ parents/carers, we will

communicate with emergency
contacts in order of priority given

W) on the pupil registration form. We
hold more than one emergency
contact number for all children to
give additional options to make
contact with a responsible adult.
Answer phone messages may be
left where enabled and text
messages and/or emails may also
be sent. Every effort will be made
to determine the nature of the
child’s absence including
contacting other settings where
siblings attend.

If no reason for absence has been
Q_ obtained despite best efforts,

@) > ahome visit may be made
&= and/or

> contact with the police to
request a welfare call and/or

>contact with any known
professionals to the family

as the child will then be classed as
‘missing’.
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Appendix 11
ABSENCE REQUEST FORM (EXCEPTIONAL CIRCUMSTANCES ONLY)

EVERY MINUTE OF EVERY DAY MATTERS

The Government has made amendments to the Education Regulations 2006, promoting good attendance and
reducing absences, including persistent absences. It states that Head Teachers may NOT grant any leave of absence
during term time unless there are ‘exceptional circumstances’. Leave of absence requests for holidays, or where the

primary purpose of the period of absence is for recreation and/or leisure, will automatically be recorded as
unauthorised, even if your child is of non-statutory school-age.
WARNING
If you allow your child to miss school in term time for an avoidable reason without obtaining the authorisation of
the Head Teacher, you may be issued with a Penalty Notice per parent, per child, or made the subject of court
proceedings under Section 444 Education Action 1996. As of 19'" August 2024, a National Framework for Penalty
Notices was introduced with a threshold of 5 consecutive days of term time leave or 10 sessions of unauthorised
absence in a rolling period of 10 school weeks. There is a two-penalty notice limit to the same parent in respect of

the same child and then an escalation in cases of repeat offences, applicable to a 3 year period.

Pupil’s name :

Pupil’s date of birth : Pupil’s class :

| wish to apply for my child to be absent from school during the following dates:

From (first day) : To (last day) : Total number of school days missed:

Please fully explain the exceptional circumstances that you would like the Head Teacher to consider. This section must be

completed. Please continue on a separate sheet if needed.

Please continue overleaf
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In making this application, I/we understand that any leave of absence that is not an exceptional circumstance will be
treated as unauthorised and any child who is absent from school without permission or valid explanation will incur
unauthorised absences and potentially further action. I/we also understand that only the school can approve absence

and all absences are coded at the Head Teacher’s discretion on a case-by-case basis.

Full legal name and contact details of ALL Parents/Carers making the application. By providing the email address,
you are consenting to receiving further communication regarding this application by email.

Under section 576 of the Education Act 1996, a “parent” in relation to a child or young person is defined as either:
e The biological parents of a child, whether they are married or not and/or,
e Any person who has parental responsibility for a child or young person and/or
e Any person who has regular care of a child or young person even if they are not the biological parent or

don’t legally hold parental responsibility for the child or children in question.

Name (inc. title) : Name (inc.title) :

DOB : DOB:

Address : Address :

Postcode : Postcode :

Email address : Email address :

Telephone number : Telephone number :

Signature : Signature :

Date : Date :

This form should be returned to school in advance of the proposed absence and at a minimum of 2 weeks before the first date of leave.

FOR OFFICE USE ONLY

Date processed : Date of review (if applicable) :

Notes : Head Teacher’s signature :

Issued by Nottinghamshire Education Welfare Service October 2018, Reviewed 2024

For more information, please see our Attendance Policy.
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Appendix 12 Requests for Future Absences process

Absence Request Form
submitted to school office, a
minimum of two weeks prior to
first day of planned non-
attendance.

Absence recorded on school
register as authorised or
unauthorised.

Communication to those making
application the outcome of
review.

Threshold met;

letter sent to parent/carers
informing a request is being
made for Local Authority
involvement.

Text sent to applicant
acknowledging receipt of
request.

Absence request reviewed by
Head Teacher.

If period of absence is
unauthorised, attendance is
deemed irregular.

Irregular attendance reviewed
against thresholds for Local
Authority involvement upon

completion of non-attendance

period.
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Appendix 13

National Framework for Penalty Notices

The Education (Penalty Notices) (England) (Amendment) Regulations 2024

The Education (Penalty Notices) (England) Regulations 2007 have been amended to introduce a National Framework for Penalty

Notices after August 19th 2024.

The national threshold for considering a penalty notice is
5 consecutive days of term time leave or
10 sessions of unauthorised absence in a rolling period of 10 school weeks.
A school week means any week in which there is at least one school session and the period of 10 weeks can span different terms
or school years. INSET days are school days and can be included in the 5 or more consecutive days where there was an intent to

be absent for term time or there is a pattern of non-attendance.

When the threshold is met, we consider the following:
e Whether attendance support has already been provided and has not worked or been engaged with and
e  Whether the penalty notice is the best available tool to improve attendance and support is not appropriate e.g. the
absence is due to holiday in term time and

e  Our considering obligations under the Equality Act 2010 such as where a pupil has a disability.

Penalty Notices can be issued by a Local Authority Officer in line with the Local Code of Conduct and:
e to parents as an alternative to prosecution where they have failed to ensure that their child of compulsory school age
regularly attends the school where they are registered,
e where the pupil’s absence is recorded with one or more of the unauthorised codes and the absence constitutes an
offence,
e to each parent liable for the offence,
e where parents have allowed their child to be present in a public place during school hours without reasonable

justification during the first 5 days of a fixed period or permanent exclusion.

There is a two penalty notice limit to the same parent in respect of the same child and then an escalation in cases of repeat
offences, applicable to a 3 year rolling period:
e 1t offence : a Penalty Notice will be issued. The fine amount is £160 if paid within 28 days, reduced to £80 when paid
within 21 days,
e 2" offence : a Penalty Notice will be issued. The fine amount is £160 if paid within 28 days,
Fines per parent are capped at two within any three-year period. Once this limit is reached, other action is considered e.g.
e 3" offence alternative legal action taken e.g prosecution at Magistrates court where fines of up to £2500 per parent per
child can be issued. Cases found guilty can show on parents future DBS certificates as a ‘failure to safeguard a child’s

education’.

6l1|Page



Penalty notices can be issued to a child/young person’s parents, step-parents and/or any adult residing in the family home that
has day to day care of the child/young person. This means that each responsible “parent” may receive a penalty notice for each
child included in the request and in line with Nottinghamshire County Council’s duty to apply the code of conduct consistently
and fairly, the Penalty Notice will be issued to both parents of pupils in separated families due to them having joint parenting

responsibility.
There is no right of appeal against a Penalty Notice and they can only be withdrawn under specific criteria by the named
referrer. As a school, we have decided that this can only be done with the authorisation of the Governing Body. If the Penalty

Notice is not paid, the Local Authority can proceed to prosecution.

Please note — money raised via fines is only used by the Local Authority to provide Services for Young People. to-coverthecosts
oef administering-the-system-and-to-fund-attendance-suppert . Any surplus money is returned to the government.
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Appendix 14

GUIDAMCE FOR HEAD TEACHERS AND BUSINESS MANAGERS WHERE CHILDREN ARE AT RISK OF MISSING EDUCATION

Child ! young paraon la on roll FH'I'I]I' lﬂwn School Allecations
but not attending inahs or in-gua mimssices ounds
mumhmmm Reques: Fom e Samly thelr L e p— luﬂﬂulﬂﬂ
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GUIDAMCE FOR HEAD TEACHERS AND BUSINESS MAMNAGERS WHERE CHILDREN ARE AT RISK OF MISSING EDUCATION
Freguently Asked Questions

‘What dic | need {0 ooncider and what Information do | nesd fo chare when | refer 3 chid'yoang percon?
» Do sthodl Fave safepusdng concems?” i 5o, plesse provide detalls and conisct childnen's. socal cane F urgent
= WWhen was the st day e childyoung person was in school T
= Have all emenpency contacds besn evhausied ™ - addresses, isepione numbers (il | =], emal addnesses of parentsicaness, eiadves, friends, work contacts,
exierded famiy [abrosd Favalabie)
= Havee you completed dhecks with known serdces? |5 e young person open oo G20, Family Sendos, 1SS, Heslf'School Murse, School Admissions, CA-CASS
= A there known shbiing=Tamily members. attending another school™
Havee fiends In school saen or Feand Som the young person? (speak io puplls dsoesdly, consider aocessing social meda)
H:vrrru'ﬂs-lr.
cheok the propesty for any signs of He
leave a nole sxpdaining wity you are trying be make contac, shat your eepeciions of the anre, what actons wil be @ken should ey not make ook
visE during diferent bres of e day
hapse nsighibours seen oF heand from e tamilly™

What doac & home vic Inecive 7 What oo | nsed fo do?
Home wists will allow you o gain 3 sense a5 o shether e Tamilly are 53l IAg In NoSEnghamshine, and ©this |5 an atendsno: issee or chikd missing stuca@on inthat we do

riot Eniow witene B familly ans. Dependent on how well you know the tamily this couid b= compietsd bry @ door knock, sxplaining Sat you ars conosmed Sat Fe young person
ot afending school or T unanswened ooking for signs of He, does ©appear Tie the family are S8l resident™

L

A coleague pamsing by the property on Hhieir way home froe work coukd ook for signs of e A visit can be dore afer you haves extausi=d al the amemency aphone contsc
writi=n i the family =i — Dot an sy visi may resohe T e,

I school g not wish i compiele & home visk one cani be purchased through e Family Sendoz for 250, Flesse conbact your inked Senvice Manager.

A ohildiyoung person has moved out of county and | do not kave @ new cohool to forward the pupl] s to, what should | do?
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What do | do I a ehild Ic allcoatsd & plsos af my cohool and doss nod amive? [hips s rottng hamshire oo ulimed sl 1097 sS4 scsheat-summer-borm-finai-2 po’)
I a chid Feaxs besn alocaisd 3 place af your SChool and) they donot amve best pracioe ks for school 1o Iry and engage the Samily; isiephione calls, lefiers, wisis fahene
appropriabel. Fcontact cannct be mads plsacs Inform the GO know within 10 days of abocatione.

& ahild s maving oy cohool and moving abroad, what do | need fo record 7
Sor children who move abnoad, we would require the addness Tat Te child sould be g at along with e sohiood they sl be atterding, wihout this & refemal wowld nesd io t
Fraide o ChC — we can't reooed “mcsesd abroesd”, et couniny”, "Foland”, "UEA" sic. without clear oonfirmation.

¥ thare wene safeguanding concems schood would nessd 1o ralse them without delay.

Soinol would mesd o consider the reason for the move Le. |5 E & plannsd moyeT |5 Ework reaksd? Ans hers known famly sbroad? Haee parents besn open and informafveT
Hawe pesrs spoken io the child via sodal media since moving abroad el (discresbiyl

Scihool should request in witng from parenis Fe detals of Te new address and name of school efc. {school will Fopefialy have suffdent coniact defalls other San [ust mum
andd dad's phone rumbers, |e fiendsSamily In the UK, =mal addresses, work contacts =i

¥ thare ar= no sateguarding ConCermes and s hae e aboye Iromaton the papd fl= should nemasin with the U school. & copgriof the miost nsrent reports wousd be
providied o parents b give o e new school

\ihere possibis we would ask school io make: sy =fod by oo the: young s afendance at thelr rew school (e |5 wsualy 8 olsagues wihg can speak Engilsh), £
wee would need o be mirdful of Row e do Bl (esualy W telephone), e-mall would not be secure o share confidental information.

My young parcon ik open to a coolal worker or afiending 2 refuge do | &8l nesd fo follow atisndanos procedusrec?
E Iz imporiant thad school Fave a good reaionship with sodal workers, laksing / sharing Informatbion accondingly, bt connues o follow inb=mal a=ndances procsdures, school
should mot rety on e child™s social worker o o ChD st

‘ifhan oan | reenores thes young pencon from my roll?
e woukd advise Bal children remain on the schood roil untl Tl new schood ks confirmed o confmmation ks neoedvsd from S0 that the childscang person & Enosn b anothe
local authority with ther CHE f=am ‘Bking responsibily for the case. This will ensure that he young person does mot Sip bebwesn serdces'suthoriies.

o child Fas moved within BModing hamshine and s [hing ouside of a3 naconables distanos D e 1o heir previous. sonool this should be communicabed Bothe TG,
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GUIDAMCE FOR HEAD TEACHERS AND BUSIMESS MANAGERS WHERE CHILDREN ARE AT RISK OF MISSING EDUCATION

Annsx &

@rounds for deleting a pupll of sompulcory cohool ags from the cohool admicelon reglcter caf out In the Education {Fupdl Reglctration) {England)
Regulatione 2008, »& amended

Bl1hal - where the pupll |5 regEieed A the SChool I acmoriance wis T rEquMEmEents o & SOl Soenaance orer, that ancier sChodl |5 Ssubstised by
the local suthority %or that ramed I e order or the onder |5 nevoled by the local authartty on the ground that srmangements have been made for the chiid
to receke e=cient ful-ime sducation suSable fo Fis age, abilty and aptSude cthensizs than at schoal

Lol Sarttwority Comment'ddvios: Pupdl subject io 3 school atendance onder amd the designated school has been replaced on the order by amofer
school. Flease disosss with the Enforoement Case Manager prior o aking acton.

B{1MB] - mwo=pt whens § Ras besn agresd by the proprieior that the pupd should be reglshensd af mons Fan one school, In a3 case mot faling within sub-
parAgRE (Al or repuiation 3, that he fas besn regisi=red 25 & pupll at another school.

Lol Aartteority Comenent\Advios: Pupdl fes rans'emed o an atemafve sciool — ofer than & rorral KE23 tansfer. School will have recsied
notfcation of new school and address from parenb/carers and will hawve gained confirmation. Without this a discussion would be reguined Wi e Children
Missing CSioer.

B{1h[a) - where 3 pupdl Is regisi=red at mone than ore soRood, and in @ cxse not *sling within sub-paragragh () or {m ) or repuiation 3, that he has ceased 1o
aftend the scihool and the propristor of any other school &t which he ks negistiared Fas ghisn consent o e deledon.

Losal Sauthority Comment'ddvios: Not atending thelr curent school but attending slsewhene. |would be n agresmend with the offer school that the
pupl cam be rermovved from ol

B[] - In & caze not Talirg within sub-parsgrapd (a) of this paragraph, that he has osased o a@end the school and the proprisior has recefved writhen
notficafion from the parsnt that B pupl |5 recehing sducation othenwizs than at school.

Looal Aathority Comenent!/Sdyios: Pupil fas besn withdrawn Som e mil by parenbicaress and will eiectively home educated. Piease [aise with the EHE
Team.

B{1h{e} - =xc=pt in the ase of & boarder, Faf Fe has ceased o abend the school and no longer ordinary resides af & placs which ks a reasonabie distanos
from the school af which he ks registered.

Looal Aartteority Commnsnt\Advios: Pupdl s known b have moved and no lomger resides within @ reasonabie distance from e sonogl, &% new school
placEment unknown. This should be disoussed with the Children Missing OMoer b=fore removing from ml.

B{1MM - In = case of 3 pupil grani=d =ave of absence In scoordance with reguiabion 7 1A], that —

) the: pupd has fallsd bo atbend the ool wiilhin the fen sohool days mmediatedy Sollcwing the expiny of e pedod Tor which such leave was granied;

(W] the proprstor doss not have ressonabie grounds io bedless that the pupll |5 unables b afend the school by reason of sickness or any uniokdsbie Case;
and

(W) B propristor amd the ocal susornity Favee falled, afer oty making ressonabls emguines, o ascetain wihers the pupd s

Looal Aarttsority ComnentiAdvios: Pupil faes faled fo netum from previcus!y authorised extended leave. The cse should be dscussed with e Chlidnen
Missing CfSoer wish agresd actions and ouloomes.

B{ kg - that he s cerdfed by the school medical officer s unliosly o be In & 5t stafe of heali io atbend school befors ceasing o be of oompulsory schiool
age, and mefther he nor his. panent has indicated io S soivool the Inbention o conSnue o a%end the school after ceazing 1o e of compulsory ool age.

Loal Sautbority Comment'ddvios: Flease dscuss wi e Heaith Relabed Educabion Team.

B{ 1] - that he Fexs been conbrucushy absent from the school for & period of not ess than teenty school days amd —

T} &t nio e weas his abrsenos during that pedod sufonsed by the proprieior in sccordamce with regulabon 2

(W] the proprstor doss not have rexsonabie grounds to bedlewe that the pupl] |5 unabls b afbend the school by reason of Sickness or any unavokdabie Cause;
and

() e proprietor of e school amd the: cal suthornty Faee Taked, afer oty making reasonable enguinies, o asceraln where the papll s

Loocal Authority Comment'Advios: Pupll Bas besn absent from school for 20 continuous days or more following risk assessment and joint InvestgaSion
befome school and Children Office (refiermal mavde N kaker than 10} Pupil's whemneabouts

BAI - Sraadl e |s deired In pursesnce of 3 Snal order made by a oot or of an order of recall made by & ourt or e Seoetary of Shake, that order being
for & panod of not less than four monts, and the propristor doss. not have neasonable grounds io beliewe that S pupll will nehum b the school at Te end of

that: pericd.

Local Commsntddwioes: | Fexs been given & cusiodal senience greater than four months. Flease Ealse with e Youth Offen T
B } - St the pupd has died.

Losal Sauttority Comment'ddvios: Dependent on e cinmumsSances of the death you may hawe besn infomed § expected by pansnés; or professionals
unexpecied

B{ 1K) - ek the pupd wil cease o b= of compuisory school age: befors e school next mests and—
T thee: nelevant person has indicatsd Tt the pupl Wil ceass fo attend the school; or
(W] e papd] doees not mest e academic entry reguirements for sdmission o the school's sixth fom.

Lol Comenent'Advies: Chid no longer of ¢ SCihood BgE, pleane ghve conskderation b a I becoming MIEET.

12

Oficer ¥ Admissions confirm St o appicafions’aliccations have besn made.
13

B{AM - In the cxse of & pupll &t 3 school offer Fan & maintained school, an Aoademy, & CEy iechnology collispe or & ciy oollege for e schnoiogy of e
orts, that Fe Fas ceased o b2 3 pupd of the school.

Looal Authority Comment/Advios: The pupl has ceased bobe a pupll 2t an Indepenadent school. Contact should be made wish S Children Missing

B{1p{mi] - that he Fas been permaneniy ssciuded fom the sowol.
LNHM Comensnt'Advios: Pupdl Fees been permansnty sxciuded. Detals should be sent bo the exchsions e-mal addmess.

14

B{1j{n] - whene the pupl has been admibed io the school o recehye marsery educaton, that Fe Fas not on compietng such sducation ransfered o a
reception, or higher, class at the school.

Looal Aarttsority ComenentiAdvioes: A rarsery school chiid who has not trarsfemed o a recepion or higher diass im S school. Sonkact should be rmade
with S Children Mssing Officer T Admissions coafirm that no applicalionsalocaSons Fave been made.

18

8 1h{o] where—

1) the pupd k= a boander at a mainisined school or an Academy;

(W] cherpes for boand and icdging ane payabie by the parent of the pupl; and

(W) o chanpes: remain wnpaid by the pupil’s parent at the end of the school term o which they relabe.

Lol Attty Comenmesnt/Advios: Stat=-fundsd boarding schoolks where Tess are unpald. Cortact shouid be made with the Shildren Missing Ofosr 7
Admizsions conir Bat no apploationsaliocations Fave been made.
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