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Introduction

At Flash Ley Primary School, we are committed to working together to ensure all
pupils receive the best education possible and to enable them to achieve to the best
of their ability. For this to happen, pupils need to be in school to access valuable
teaching and learning opportunities.

This policy aims to make clear what is expected of parents and pupils and to assure
parents of our willingness to work positively with them if problems arise.

Principles

Promoting excellent attendance is the responsibility of the whole school community.
The school will promote the importance of good attendance through the curriculum
and personal/social opportunities.

Good attendance by pupils will be recognised appropriately. All pupils should be at
school, on time, every day the school is open, unless the reason for the absence is
unavoidable.

We will ensure that parents are aware of attendance concerns and work with them to
ensure good attendance and punctuality.

Pupils are sometimes reluctant to attend school. Any problems that arise with
attendance are best resolved between the school, the parents, and the pupil. If a
pupil is reluctant to attend, it is never better to cover up their absence or to give in to
pressure to excuse them from attending. This gives the impression that attendance
and education does not matter and may make things worse. Permitting absence
from school without a good reason is an offence by the parent.

Parents whose children are experiencing difficulties should contact the school at an
early stage and work together with the staff in resolving any problems. This is nearly
always successful. If difficulties cannot be sorted out in this way, the school may
refer the child to the Education Welfare Officer (EWO) from VIP Education Ltd. She
will try to resolve the situation with voluntary support, if other ways of trying to
improve the child’s attendance has failed. These Officers can refer to the local
authority Education Welfare Worker to issue a Penalty Notice or use court
proceedings to prosecute the parents or seek an Educational Supervision Order on
the child. The maximum penalty on conviction is a fine of £2500 and/or 3 months
imprisonment.

Alternatively, parents or pupils may wish to contact the EWO themselves to ask for
help or information. They are independent of the school and will give impatrtial
advice.

Flash Ley Primary School employs VIP Education Ltd to work as an Independent
Education Welfare Company. They will work with the school to raise attendance and
deal with welfare matters. They will communicate with you if there is an issue they
can support us with.
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School staff are committed to working with parents to ensure any problems are dealt
with straight away in order for pupils to feel happy and safe at Flash Ley and achieve
to the best of their ability. Equally, parents have a duty to make sure that their
children attend school and are on time.

For any attendance related concerns, please contact:
Mrs Claire Wileman — Attendance Officer — office3@flashley.staffs.sch.uk

Registration procedures

School opens at 8.45am and closes at 3.15pm

Schools are required by law to take an attendance register twice a day and this
shows whether the pupil is present, engaged in an approved educational activity off-
site, or absent. If a pupil is absent, every half-day absence from school must be
classified by the school as either AUTHORISED or UNAUTHORISED. Only school
can authorise the absence, not parents. Therefore, information about the cause of
each absence is always required.

Authorised absences are mornings or afternoons away from school for a good
reason e.g., illness, medical appointments, or other unavoidable cause.

Unauthorised absences are those which the school does not consider reasonable
and for which no “leave” has been given. This includes:

parents keeping pupils off from school unnecessarily.

truancy before or during the school day.

absences which have never been properly explained.

pupils who arrive to school after the close of the register

school refusal.

holidays taken during term time that have not been authorised by the head
teacher.

When completing the register, school follow the DFE Working together to improve
school attendance guidance to determine which relevant code to use; Working
together to improve school attendance (applies from 19 August 2024)
(publishing.service.gov.uk)

The register will be taken twice a day, at the start of the morning and the afternoon.

Morning registration.

The morning register is taken at 8.50am. Pupils arriving after the register has been
taken but before 9.15am are recorded as late — L.

Registration closes at 9.15am. Pupils arriving to school after this time are late - after
registration closes, and this will be recorded as an unauthorised absence — U.

Afternoon reqgistration

The afternoon register is taken at 1.15pm. Pupils arriving after the register has been
taken but before 1.30pm are recorded as late — L.
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Registration closes at 1.30pm. Pupils arriving to school after this time are late - after
registration closes, and this will be recorded as an unauthorised absence — U.

Late procedures

Parents are requested to contact the school office if their child is going to be late and
provide a reason for lateness.

If lateness is a cause for concern, the following procedures will be followed:

e Parents will receive a letter informing of the concern.

e If still no improvement, parents will be invited to a meeting with the
Headteacher to discuss the reasons for lateness and to offer support.
Referrals to wider support services may be offered if needed.

e If noimprovement is seen after the meeting has taken place, the school may
follow the local authority’s Code of Conduct for issuing penalty notices for
persistent lateness.

Reporting Absence

If a pupil is absent from school, we ask parents to:
e Contact the school office by 9.00am on the first morning of absence.
e Reply promptly to any request or enquiry concerning an absence.

If parents do not contact the school on the morning of the first day of absence, a
member of the administration staff will try to contact them to find out the reason for
absence. This ensures that the parent is aware their child is not in school enabling
the parent, where necessary, to establish that their child is safe. If a reason is still not
known after 5 school days, the absence will be unauthorised.

If parents are not contactable and concerns are raised they may ask VIP Education
Ltd to make a home visit.

Children Missing in Education

Schools have a duty by law to refer any absence of 20 days or more to Local
Authority Children Missing in Education department where they have been
unable to establish contact with the parent/pupil or have general concerns
about the absence.

To avoid any referrals, parents are requested to inform the school if they are moving
house/area or country and to provide a forwarding address, contact number and the
name of the new school if known.

Medical Absence

Schools have the responsibility to decide whether an absence can be authorised on
medical grounds. If the school has concerns about the level of medical absence that
a pupil has incurred, they will contact the parents to discuss it further and to find out
whether their GP or other health professional has been contacted.
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If the authenticity of the absence is in question or the pupil has a prolonged absence,
parents may be asked to provide evidence that their child is too unwell to attend
school by providing a note from a medical professional or a copy of any prescribed
medication. If the school does not receive medical evidence, the absences will be
unauthorised.

For pupils with a mental health issue affecting attendance, Flash Ley Primary follow
the DFE guidance Summary of responsibilities where a mental health issue is
affecting attendance (publishing.service.gov.uk)

For more information on medical absence —

lliness and your child's education - GOV.UK (www.gov.uk)

Medical and Dental Appointments

We expect parents to make medical and dental appointments for their children
before or after school or during the school holidays whenever possible. If this is not
possible, confirmation of the appointment will be required prior to authorising the
absence and an M code used on the register to record when the child has attended
the appointment.

Children are expected to attend school prior to the appointment and parents are
expected to return their children to school following the appointment.

Monitoring attendance

The school aims to achieve at least 96% full attendance each year. To help with
this, we monitor attendance regularly. The school has established a system for
monitoring attendance and lateness, the purpose and aims of which are as follows:

e To improve the overall percentage of attendance and improve pupils’
punctuality at school.

e To make attendance and punctuality a high priority for all those associated
with the school including pupils, parents, staff and governors.

e To provide support, advice and guidance to parents and pupils.

e To develop a systematic approach to gathering and analysing attendance and
punctuality related data.

e To develop and implement an effective system of communication between
school and home.

e To reward good attendance and punctuality.

e To work effectively with the Local Authority and other agencies that support
attendance and punctuality.

Where there appears to be a particular problem with attendance, class teachers
and/or admin staff will discuss the concern with the Headteacher and parents will be
contacted. If the parent doesn’t respond or the problem persists, the Headteacher
will ask the parents to arrange an appointment to discuss the matter. The
Headteacher then monitors the pupil’s attendance weekly and reports this to VIP
Education and a meeting will be arranged with parents, school and VIP Education. If
parents do not attend, VIP Education may make a home visit. If the situation doesn’t
improve, the Headteacher will formally refer the matter to the Local Authority.

Page | 5


https://assets.publishing.service.gov.uk/media/63ee20a3d3bf7f62e5f76ba4/Summary_of_responsibilities_where_a_mental_health_issue_is_affecting_attendance.pdf
https://assets.publishing.service.gov.uk/media/63ee20a3d3bf7f62e5f76ba4/Summary_of_responsibilities_where_a_mental_health_issue_is_affecting_attendance.pdf

Requests for leave of absence

Amendments to the Education Regulations 2006 make it clear that head teachers
should only grant a leave of absence during term time if there are exceptional
circumstances to justify this.

If a parent wishes to request leave for their child for any reason, they must apply in
advance and in writing using the leave of absence request form which can be found
in the school office.

Where a child does not reside with both parents, it is the responsibility of the parent
making the request to inform the other parent. The school will send a letter to the
parent making the request informing them if the absence will be authorised or
unauthorised.

If a request for leave has not been received and we have reason to believe a pupil is
on holiday, a letter will be sent to parents requesting medical evidence for the
absence. If no medical evidence can be provided, the absence may be recoded as
unauthorised, and a penalty notice request sent to the Local Authority.

Changes to Penalty Notices for School Absence from 19th August 2024

The new National Framework introduces consistency in the use of Penalty Notices
across England by introducing a new national threshold at which they are
considered. The framework increases the amount of the Penalty Notice and
introduces a new national limit of 2 Penalty Notices within a 3-year rolling period to
break cycles of repeat offending. In line with the guidance, Staffordshire County
Council will prioritise the ‘support first’ approach expecting that support will have
been offered to families in cases where it is appropriate. However, Penalty Notices
can be issued without a Notice to Improve in cases where support is not appropriate
(such as leave of absence in term time) or when support has not been engaged with.
Penalty Notices are requested by schools and academies and issued by the Local
Authority to the parents/carers of statutory school age children, per parent, per child.
For example: two children in a family absent from school for a leave of absence may
result in each parent receiving a Penalty Notice for each child at the below rates.

* First offence - The first time a Penalty Notice is issued the amount will be: £80 per
parent, per child paid within 21 days. This increases to £160 per parent, per child if
paid after day 21, until day 28. Any non-payment of the Penalty Notice may be
referred to the Magistrates Court.

» Second Offence (within 3 years) - the second time a Penalty Notice is issued the
amount will be £160 per parent, per child paid within 28 days. Any non-payment of
the Penalty Notice may be referred to the Magistrates Court.

« Third Offence and Any Further Offences (within 3 years) - the third time an offence
is committed a Penalty Notice will not be issued, and the case may be presented
straight to the Magistrates’ Court under s.444 of the Education Act (1996) or other
legal interventions considered. The Magistrates’ Court can order fines up to £2500
per parent, per child.
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Leave of Absence (Holidays) Penalty Notices can be requested by schools for leave
of absence in term time for 5 or more days. This can be consecutive absence, or
non- consecutive. In line with the National Framework, the Local Authority retains the
discretion to issue a Penalty Notice before the threshold is met. For example, when
parents/carers are deliberately avoiding the national threshold by taking multiple
term time holidays below threshold, or for repeated absence for birthdays or other
family events, or a combination of non-attendance due to leave of absence and
unauthorised absence.

Unauthorised Absence Penalty Notices can be requested by schools when there
have been 10 sessions of unauthorised absence in a 10-week period. In these
circumstances a Notice to Improve may be sent by the Local Authority on behalf of
the school, this will stipulate the support that has already been implemented and the
ongoing support that is available to the parent and child to improve school
attendance. The Notice to Improve will also detail the expected improvements that
must be made over a set time frame to prevent the Penalty Notice being issued.
Further information on the National Framework can be found within Working
Together to Improve Attendance 2024. The National Framework comes into effect
from 19th August 2024. Working together to improve school attendance (applies
from 19 Auqust 2024) (publishing.service.gov.uk)

A penalty notice may also be issued where parents allow 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. Flash Ley Primary will notify the
parents of the days the pupil must not be present in a public place. This type of
penalty notice is not included in the National Framework and therefore not subject to
the same considerations about support being provided or count towards the limit as
part of the escalation process in the case of repeat offences for non-attendance.

A session is equivalent to half a day in school.

Elective Home Education

If school receives written notification from parents that they wish to home educate
their child, school will contact the parent and discuss their reasons in more detail,
offering support to deal with any issues raised. If after this time the parent still wishes
to home educate their child, the school will inform the Local Authority of the decision
to remove the child’s name from the admissions register.

Whilst school will not seek to prevent parents from choosing to home educate their
child, neither will they seek to encourage them to do this — particularly as a way of
avoiding exclusion or due to a poor attendance record. Prior to deciding to home
educate, parents are requested to contact Staffordshire County Council Elective
Home Education department.

Summary

It is vital to a child’s progress that they attend school as often as possible and that
they are on time.
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There are strong and proven links between pupils’ attendance and educational
achievement. Just 17 days absence from school in a year could mean a drop in a
GCSE grade within all subjects.

Impact of absence:

Missed number of | Missed number of | Missed number of | Missed number of
days sessions weeks lessons

1 2 0 5

3 6 0.5 15

5 10 1 25

7.5 15 1.5 35

10 20 2 50

12.5 25 2.5 65

15 30 3 75

17.5 35 3.5 90

Impact of lateness over a school year

e 5 minutes late every day = 3 days absence
e 15 minutes late every day = 10 days absence
e 30 minutes late every day =19 days absence
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