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This policy applies to all parents/carers and pupils who attend this school.

Even though nursery children are below statutory school age, having accepted a plagpege

parents to ensure that their child attends regularly and on time. Consequently all aspects of this poli
apply.

What we believe (supported by research studies)
1 Poor attendance and persistent lateness disadvantages children;

1 Good attendancenables children to take full advantage of the educatiapdortunities
available;

Attendance Policy
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therefore essential that parents set a goedample to childrerby actively valuing good attendance and
punctuality. Parents of registered pupils have a legal duty under the Education Act 1996 (sec 444) tc
make sure that children of compulsory school age attend school on a regular and full tiree basi

L¥ GKS NBlFazya 3IAPSYy F2NJ 82dz2NJ OKAf RQAa ANNB3Idz
continues to accumulate unauthorised absences, then the Educational Welfare Service may take leg
proceedings against you for failure to complighathe law. This may result in:
1 A Penalty Notice payable up to £120 fine
1 Prosecution under s444(1) Education Act 1996, where if convicted you may be fined up to £1
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1 Prosecution under s444(1a) Education Act 1996 where if convicted you may be finef250t
and/or receive up to 3 months imprisonment.

Aims of the Policy

1 To effectively safeguard all our children.
To maintain at least above the national average attendance.
¢2 AYLINROGS OKAfRNBYQa I OKASOSYSy(d (KNRdJzZAK
To encourage parents &nsure that children arrive at school on time.
To make attendance a priority for all those associated with the school inclpdnegts, pupils,
staff and governors.

E R N

Responsibility for attendance issues in sch@see Appendix 1)

1 A named group of stafincluding senior school leaders, Learning Mentor
and attendance secretary) has responsibility for attendance issues;

1 All members of school staff (both teaching and support) have responsibiligtteaxdance
iIssues in school;

1 Attendance matters are reviezd by the Attendance Group;

1 The Attendance Group will issue letters to parents if attendance causes concern (Append
2,3

1 Attendance issues are reportedonthlyto the Governing Body.

School attendance, Safeguarding and Children Missing Education

Achild going missing from education is a potential indicator of abuse or neglect. School staff should
F2ff 29 GKS a0OK22f Qa LINPOSRdIz2NBEA F2NJ RSIHftAy3a ¢
repeat occasions, to help identify the risk of abuand neglect, including sexual exploitation, and to
help prevent the risks of their going missing in future.

Schools are required to make the local authority aware of every registered pupil who fails to attend
school regularly and any children who haweeh absent from school, where the absence has been
treated as unauthorised for a continuous period of not less than 10 school days Education (Pupil
Registration) (England) Regulations 2006 regulation 12.

The Designated Safeguarding Lead Handbook pathwapittren missing from education is in
Appendix 4. This provides further information and guidance on children missing from education,
emphasising the link between poor school attendance and safeguarding concerns.

The attendance lead and the Designatedeguarding Lead should work closely to manage risks, ensu
appropriate multtagency engagement where necessary, so that children and young people receive t
appropriate level of early help or statutory intervention to ensure they attend school regul8dirools
use the Solihull Mukagency Thresholds Criteriavw.solgrid.org.uk/safequardingvhich is

summarised irAppendix5 to identify the level of concern and priale the appropriate level of support.

Responsibilities of Parents
Absence:
§ If a child is absent from school parents should contact the school by 9.00 am ofl dlag bf
absence via a phone call to the office and leave a voicemail and maintain corttathevschool
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http://www.solgrid.org.uk/safeguarding

throughout the absence. Please note for thiéday absence-enail is not suitable as we cannot
guarantee the message will be read before 9.00 am;

If school does not receive a message then parents will be telephoned;

For cases of illness fimer evidence may be requested (see apper&)jx

Other reasons for absence must be discussét the school on each occasion;

Proof of appointments will be required.

=A =4 -4 -9

The school will follow DFE guidance and for example not authorise absences for shbiidgys,
child minding, holidays and other similar activities. Parents are expected to make appointments for

dentist, doctor or optician outside of school hours. In the case of a medical emergency then an absence

will be authorised.

Parents can suppontegular school attendance by:

1 Making sure their child leaves home early enough in order to arrive on tiraehafol;

T {dzLILI2 NI AY3I YR SyO2dzN)y I3Ay3 GKSANI EEnksf R 0 @
f Contacting the school to discuss any concernsiiedayy 3 (G KSANJ OKAf RQa |
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Working in partnership with the school to resolve any issues that are impactifigios A NJ OK A f

attendance.

Lateness:
T /KAt RNBY Ydzad ddSyR 2y GAYS G2 0SS 3IAQSY

1 Arriving betweerf.00am & 920k ¥ gAf f KI @S | yate)l[ Q O2RS NB Q2N

1 Where a pupil arrives after the register closes this will be classed asaathorised absence
School registers close at 9.20am and therefore Whahodsedxode is recorded after 9.20
am.

1 Regular late aivals will trigger communication from school.

[ FGS FTNNAGFE F2NJ aOK22f RAANMHzZII&a | OKAf RQa f
begins when school starts at 9.00am and walking into a classroom or assembly late can be scary an
embarrassg for a child.

Poor Attendance:

1 Those childrenvhose attendance falls below 96will be closely monitored aridrther action
considered. School will challenge the attitude of those pupilsgarénts who give a low priority
to attendance.

1 Allregisters will be checked and absences monitored on a daily basis.

1 Schools will analyse individual pupil data to identify quickly any patterns of absdmncke cause
concern and parents will be informed by the school when that iscHse.

1 Pupils withpersistent absenteeism will be idefied (pupils with less than 98attendance) and
an action plan will be put in place to address the underlyeagons for the absence level.

Procedure for requesting a planned absence

1 All planned leave of absence taepts will be unauthorised unless tbegcumstances are
exceptional. A parent/carer should complete an absence regioest (Appendix7) and submit
this to the school at least two weeks prior to the dagéguired. School will respond to the
request withintwo weeks. If school is aware affly language difficulties that may preclude a

Attendance Policy, July 2016 Page3

d




request form being completedppropriate support will be offered to the parent/carer. Only
exceptionalkircumstances may be granted by the Haadcherandevidence of the excepinal

circumstancewill be required.
1 A letter confirming that the exceptional request has been authorised/unauthorised waébe

to the parent/carer.(Appendices,9)

Attendance Policy, July 2016 Paged




Appendix 1

Roles and Responsibilities for School Attendance

Role

Responsibilities

Schools
Governors

==

Ensure compliance with relevant legislation (eg pupil
registration, attendance registers)

Setting Attendance targets

Reviewing school attendance

Agreeing and Reviewing School Policy

Chairing attendance panels

Head Teacher

E I I

Compliance with relevant legislation

Putting into practice school policy
Authorising/unauthorising absences

Leave of absence request

Line management

Contact with parents : overview of clear and escalating
interventions

Responsibility for links witBducation Enforcement Team
Attendance at attendance panels

Senior member
of school staff
/Attendance
lead

Compliance with relevant legislation
Putting into practice school policy

Line management

Contact with parents

overview of clear and escalatifmgerventions
recording and evaluation of interventions
Data analysis

Responsibility for links with Education Enforcement Tear,
Promoting school attendance
Management of reward scheme

Pupil Profiles

Planning attendance panels

Support Staff :

First daycalling

Late arrivals

Attendance targeting

Day to day responsibility for escalating approach

Class teachers

Marking registers

Promoting importance of regular schools attendance
Providing early warning of attendance concerns
Positive role modelling

Following policy and procedures

School Office

S I B N R B I R Bl I I R R B B e B B I N |

Maintaining registers

First day calling

Late arrivals

Attendance targeting

1 Process for clearing registers

1 Day to day responsibility for escalating approach
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Appendix 2

Meriden  C of E Primary School
Fillongley Road, Meriden CV7 7LW

01676 522488
office@meriden.solihull.sch.uk
www.meridenceprimaryschool.co.uk

Headteacher: Mrs Lucy Winkler

Dear '

| am writing to raise a concern over the level of absence has had from school this 1
{OK22tQa | gSNIX3AS FTGGSYRFYyOS A& ode2 YR 6S 0SS
that.

As you can see from the enclosaiendance report attendance is % which fal

well below the average. He/she has had several daysmlfisen school so far this yeaf.He/she has
an underlying medical problem, please do let us know. If this is not the case, pla&severy effort
to ensure he/she attends regularly for the sake of their educational progress.

If you have any further questions please arrange an appointment to see Miss Parker or myself. | am

KFELLe G2 O2yil OG GKS & O Keyaut ekalf iybudzéet ddtic® gnthe St T |

situation.

Yours sincerely

Mrs Lucy Winkler
Headteacher
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Appendix 3

Meriden C of E Primary School
Fillongley Road, Meriden CV7 7LW
01676 522488
office@meriden.solihull.sch.uk
www.meridenceprimaryschool.co.uk

Headteacher: Mrs Lucy Winkler

Dear

L Y gNAGAY3 RdzS (2 aoOKz22fQa O2yuAydzSR O2yO0S
school.

{OK22tQa I @gSNIX3AS FGOGSYRIYyOSSyal p@KAE RRagEGaS
that.

The enclosed attendance report shows that attendance is % which still falls

below the average and needs to be improved immediately.

Parents of registered pupils have a legal duty urtierEducation Act 1996 (sec 444) to make sure that
children of compulsory school age attend school on a regular and full time basis. If the reasons give
@2dzNJ OKATf RQA ANNB3IdzZ F NI FGGSYREYOS | aOkumte f
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unauthorised absences, then the Educational Welfare Service may take legal proceedings against ypu fc
FIEAfdNE G2 O2YLIi & 6AGK GKS fréo tESFHasS NBEFSN] G

http://www.meridenceprimaryschool.co.uk/policies.html

If you have any further questions please arrange an appointment to see Miss Parker or myself. | am

KFELILR G2 O2yidl O GKS aOK?2 2 thehalf ifyd de@d adice oh the St F |

situation.

Yours sincerely

Mrs Lucy Winkler
Headteacher
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Appendix 4

Children missing from education pathway

A child going missing from education is a potential indicator of abuse or neglect. Staff in education

LINE A &aA2Yy aK2dzZ R F2ftf2¢6 GKS LINRPODAEAAZ2Y QA LINRO
education, particularly on repeat occasions, to help identify the risk of abuse and neglect, including
sexual exploitation, and to help prevent the risksloit going missing in the future.

All children, regardless of their circumstances, are entitled to a full time education which is suitable t
their age, ability, aptitude and any special educational needs they may have. Central to raising stanc
in education and ensuring all pupils can fulfil their potential, pupils need to attend regularly. Missing ¢
on lessons leaves children vulnerable to falling behind. Children with poor attendance tend to achiev
less in both primary and secondary school.

Localauthorities have a duty to establish, as far as it is possible to do so, the identity of children of
compulsory school age who are missing in their area.

All education providers should:

Promote good attendance and reduce absence, including persiatesgnce

Ensure every pupil has access to-fule education to which they are entitled

Act early to address patterns of absence

Ensure parents perform their legal duty by ensuring their children of compulsory school age who
registered at school attencegularly

Ensure all pupils are punctual to school and lessons

9y adzaNE (KSe& fAFAAS 6AGK (GKS yIFYSR a20Alf g2
child or family
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School Requirements

Thelaw requires schools to have an admission registet an attendance register. All pupils must be
placed on both registers. Schools should use the national absence and attendance codes to record
monitor attendance and absence in a consistent way which complies with the regulations. They are
usedfor collection statistics through the School Census System. The codes are detailed in School
Attendance (DfE, October 2014
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/361008/Advice_on_s
hool _attendance sept 2014.pdf Please note the requirements around the use of the L and U code
(page 8), and requirements for recording attendance b€y, Roma, Traveller pupils (page 11).

Schools should promote good school attendance and put in place appropriate safeguarding policies
procedures and responses for children who go missing from education, particularly on repeat occas
The local autority model attendance policy and attendance toolkit are useful resources to support th
work.
https://extranet.solgrid.org.uk/schoolissues/behaviourattendance/Behaviour%20and%20Attendance
OToolkit/Forms/Allltems.aspx
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https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/361008/Advice_on_school_attendance_sept_2014.pdf
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It is essential that staff are alert to signs to look out for, and the individual triggers to be aware of, wh
considering the risks of potential fegguarding concerns, such as travelling to conflict zones, FGM, CS
forced marriage.

Involving other agencies and signposting:

All schools must inform the local authority of any pupil who fails to attend school regularly, or has be
absent, withoutthed OK2 2f Q& LISNX¥YA&daAzy F2N I O2y (A ydz2 dza
intervals as are agreed between the school and the local authority.

Email: educationwelfare@solihull.gowk or telephone 0121 779 1737.

Pupils at risk of harm/neglect Children may be missing from education because they are suffering
from abuse or neglect. Where this is suspected schools should follow child protection procedures. If
thereisreasontosusg@i. G KIF G I ONAYS KIFIad 06SSy O2YYAUGGSR
should also be involved.

{2t AKdA f / KAf RNByQa { SNBAOSaY

MASH (0121) 788 4333

Out of Hours (EDT) (0121) 605 6060

Solihull MBC LSCB procedures for Children who have Gone Missing from Home or Care
http://solihulllscb.proceduresonline.com/chapters/p _ch_missing.html

Solihull MBC LSCB proceduffes Children Missing Education
http://solihulllscb.proceduresonline.com/chapters/p safequard educ.html

If the school do not know where ¢hchild (and family) are and have made reasonable enquiries
(including liaising with the police and Social Services), they can refer to the Child Missing Education
for further checks and advice.

School Action: (1) Email addresshildrenmissingeducation@solihull.gov.uk
Telephone: 0121 704 6145
(2) Complete CME notification form
https://extranet.solgrid.org.uk/management/cme/Forms%20%20Polici€
s/Forms/Allltems.aspx

Families of members of the Armed Forces

Families of members of the Armed Forces are likely to move frequebtiyh in UK and overseas and
oftey 4 aK2NI y20A0So® {OK22fa FyR f20Ff | dziK2N
Advisory Service (CEAS) on 01980 618244 for advice on making arrangements to ensure continuity|
education for those children when the family moves.

Children ofGypsy, Roma and Traveller (GRT) Families

Research has shown that many children from these families can become disengaged from educatio
particularly during the secondary school phase. Pupils are particularly vulnerable at transition from

primary to secadary where a GRT pupil leaves school without identifying a new destination school.
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Schools should inform the CME team as soon as they become aware that a secondary school appli
will not be made for a GRT pupil. Although many are settled, soméa@iEs move regularly and
their children can be at increased risk of missing education. Schools should work with families to
YAYAYAAS RAANHzZLIGAZ2Y (G2 Dweé¢ LizLAf aQ SRdzOF GA2Y
they should be supportto dual register with other schools.

Persistent Absence

The definition of persistently absent (PA) pupil as set by the DFE for 2015 is a pupil with 10% or more
absence (90% or less attendance). The table below, derived from the census guiaes@n indication of the
minimum number of sessions a pupil would miss by each half term to be classed as PA.

Half-term 10%
Halfterm 1 7 or more sessions
Halfterm 1-2 (autumn term) 14 or more sessions
Halfterm 1-3 20 or more sessions

Haltterm 1-4 (autumn term and spring | 25 or more sessions
term combined)

Halfterm 1-5 31 or more sessions

Haltterm 1-6 (full academic year) 38 or more sessions

A pupil profile template which will support schools to identify the issues impacting on PA pubiletil actions
to be taken is available on the Solihull MBC attendance toolkit

https://extranet.solgrid.org.uk/scholissues/BehaviourAttendance/GPGATPS/Attendance%20Pupil%20Profile?
revised%20(2).doc

Solihull Local Authority Penalty Notice Code of Conduct

1 Where a request foleave of absencéas been made and the school have sent written notification to
parents thatthe absence will be unauthorisedpenalty noticewill be issued wher¢he trigger of 10
session®f unauthorised absence is met.

2 In all other cases of unauthorised absence accrued over tirdégraing letterwill be issued by the
CSAWS $MBC Enforcemeiiteam prior to a penalty notice. The trigger for a warning letter will be at
least 10 sessionsf unauthorised absence.

A penalty notice may be issued, subsequent to a Warning letter, if there farthar five sessionor

more unauthorised absences.

Relevant paperwork can be found at
https://extranet.solgrid.org.uk/schoolissues/BehaviourAttendance/GPGATPS

Attendance Policy, July 2016 Pagel0

catio

020



https://extranet.solgrid.org.uk/schoolissues/BehaviourAttendance/GPGATPS/Attendance%20Pupil%20Profile%20revised%20(2).doc
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Education Enforcement Team contact details:

Email: educationwelfare@solihull.gov.uk

Telephone: 0121 779 1737

CSAWSJentral School Attendance and Welfare Servicedddjact details:

Email:vholloway@csas.co.uk

Telephone07943 018 640

Deletion of pupil from the admission register

Schools must notify the local authority when they remove a pupil from roll in line witiRéraeoving
Pupils from Roll: Guahce for Schools
https://extranet.solgrid.org.uk/management/cme/Forms%20%20Policies/Forms/Allltems.aspx

All schools must inform their local authoriby any pupil who is going to be deleted from the admission
register where they:

1 have been taken out of school by their parents and are being educated outside the school syster
eg: elective home education (EHE). Schools must not seek to persuade paretisate their
children at home as a way of avoiding excluding the pupil or because the pupil has a poor
attendance record

1 have ceased to attend school and no longer live within reasonable distance of the school at whic
they are registered

1 have been cdified by the school medical officer as unlikely to be in a fit state of health to attend
school before ceasing to be of compulsory school age, and neither he/she nor his/her parent has
indicated the intention to continue to attend school after ceasindgpéoof compulsory school age

9 are in custody for a period of more than four months due to a final court order and the proprietor
does not reasonably believe they will be returning to school at the end of that period

1 have been permanently excluded

Additional Guidance

Guidance including an additional letter for when parents do not request a leave of absence but scho
become aware they have taken a holiday in term time is available at
https://extranet.solgrid.org.uk/schoolissues/BehaviourAttendance/GPGATPS/Family%20Holiday%?2
uests%20FPN%20Schools%20Sept%202015%20EEOQ%20version%20(2a).doc

Resources, Guidance and Legislation on CME

Removing Pupils from Roll: Guidance for Schools (SMBC, September 2011)
https://extranet.solgrid.org.uk/management/cme/Forms%20%20Policies/Forms/Allltems.aspx

School attendance: Departmental advice for maintained schools, academies, independent
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schools and local authorities (DfE, October 2014)
https://www.gov.uk/government/uploads/system/uploads/attachment data/file/361008/Advice on s
hool_attendance_sept 2014.pdf

Ensuring a good eduttan for children who cannot attend school because of health needs:

Statutory guidance for local authorities (DfE, January 2013)

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/269469/health _needs
guidance - revised may 2013 final.pdf

Exclusion from maintained schools, academies and pupil referral units in England: Aogthdsd

with legal responsibilities in relation to exclusion (DfE, 2012)

https://ww w.gov.uk/government/uploads/system/uploads/attachment_data/file/269681/Exclusion_frg
m_maintained_schools _academies_and_pupil_referral units.pdf

SMBC Exclusions Documents
https://extranet.solgrid.org.uk/management/exclusions/Shared%20Documents/Forms/Allltems.aspx

Solihull MBC model attendance policy
https://extranet.solgrid.org.uk/schoolissues/behaviourattendance/Behaviour%20and%20Attendance
0Toolkit/Forms/Allltems.aspx

Solihull MBC attendance toolkit
https://extranet.solgrid.org.uk/schoolissues/behaviourattendance/Behaviour%20and%20Attendance
0Toolkit/Forms/Allltems.aspx

Solihull MBC CME notification form
https://extranet.solgrid.org.uk/management/cme/Forms%20%20Policies/Forms/Allltems.aspx

Solihull MBC removing pupil from roll notification form
https://extranet.solgrid.org.uk/management/cme/Forms%20%20Policies/Forms/Allltems.aspx

Keeping Children Safe In Education (2015)
https://www.gov.uk/government/publications/keepinghildrensafein-education-2

Children missing education: Statutory guidance for local authoiipésJanuary 2015)
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/395138/Childrenis
sing_education_Statutory guidance_for_local authorities.pdf

HMCI Advice Letter (July 2015)

https://www.gov.uk/government/uploads/system/uploads/attachment data/file/444746/Advice_letter from_H
MCI_on_the latest position_with _schools in_Birmingham_and_Tower Hamlets.pdf

Attendance Policy, July 2016 Pagel2

"

002

002



https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/361008/Advice_on_school_attendance_sept_2014.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/361008/Advice_on_school_attendance_sept_2014.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/269469/health_needs_guidance__-_revised_may_2013_final.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/269469/health_needs_guidance__-_revised_may_2013_final.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/269681/Exclusion_from_maintained_schools__academies_and_pupil_referral_units.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/269681/Exclusion_from_maintained_schools__academies_and_pupil_referral_units.pdf
https://extranet.solgrid.org.uk/management/exclusions/Shared%20Documents/Forms/AllItems.aspx
https://extranet.solgrid.org.uk/schoolissues/behaviourattendance/Behaviour%20and%20Attendance%20Toolkit/Forms/AllItems.aspx
https://extranet.solgrid.org.uk/schoolissues/behaviourattendance/Behaviour%20and%20Attendance%20Toolkit/Forms/AllItems.aspx
https://extranet.solgrid.org.uk/schoolissues/behaviourattendance/Behaviour%20and%20Attendance%20Toolkit/Forms/AllItems.aspx
https://extranet.solgrid.org.uk/schoolissues/behaviourattendance/Behaviour%20and%20Attendance%20Toolkit/Forms/AllItems.aspx
https://extranet.solgrid.org.uk/management/cme/Forms%20%20Policies/Forms/AllItems.aspx
https://extranet.solgrid.org.uk/management/cme/Forms%20%20Policies/Forms/AllItems.aspx
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/395138/Children_missing_education_Statutory_guidance_for_local_authorities.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/395138/Children_missing_education_Statutory_guidance_for_local_authorities.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/444746/Advice_letter_from_HMCI_on_the_latest_position_with_schools_in_Birmingham_and_Tower_Hamlets.pdf
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Solihull Multi-AgencyThresholds Leaflet
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