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1.0 [bookmark: _Toc526077825]Aims
Our school aims to meet its obligations with regards to school attendance by:
· Promoting good attendance and reducing absence, including persistent absence
· Ensuring every pupil has access to full-time education to which they are entitled
· Acting early to address patterns of absence

[bookmark: _Toc526077826]We will also support parents to perform their legal duty to ensure their children of compulsory school age attend regularly, and will promote and support punctuality in attending lessons.

2.0 Legislation and Guidance
This policy meets the requirements of the school attendance guidance from the Department for Education (DfE), and refers to the DfE's statutory guidance on school attendance parental responsibility measures. These documents are drawn from the following legislation setting out the legal powers and duties that govern school attendance:

· The Education Act 1996
· The Education Act 2002
· The Education and Inspections Act 2006
· The Education (Pupil Registration) (England) Regulations 2006
· The Education (Pupil Registration) (England) (Amendment) Regulations 2011
· The Education (Pupil Registration) (England) (Amendment) Regulations 2013
· The Education (Pupil Registration) (England) (Amendment) Regulations 2016
· The Education (Penalty Notices) (England) (Amendment) Regulations 2013
· Working together to improve school attendance (applies from 19 August 2024)


[bookmark: _Toc526077827]3.0 School Procedures
[bookmark: _Toc526077828]3.1 Attendance Register

By law, all schools (except those where all pupils are boarders) are required to keep an attendance register, and all pupils must be placed on this register.

The attendance register will be taken at the start of the first session of each school day and once during the second session. It will mark whether every pupil is:

· Present
· Attending an approved off-site educational activity
· Absent
· Unable to attend due to exceptional circumstances
· Any amendment to the attendance register will include:
· The original entry
· The amended entry
· The reason for the amendment
[image: ]
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· The date on which the amendment was made
· The name and position of the person who made the amendment

See appendix 1 for the DfE attendance codes.

Every entry in the attendance register will be preserved for 3 years after the date on which the entry was made.

Pupils must arrive at school by 9am on each school day.

The register for the first session will be taken at 9:10 and will be kept open until 9:30. The register for the second session will be taken at 1:40 and will be kept open until 2:00. A late mark for school aged pupils will be issued after 9.30am.

3.2 Day to Day Processes

Expect parents to contact the school when their child is absent to explain the reason and put in place processes to contact parents on the first day of absence where a reason has not been provided. If absence continues without explanation, further contact should be made to ensure safeguarding.

Identify any absences that are not explained for each session and contact parents (and where appropriate foster carers and/or social workers) to understand why and when the pupil will return. Where absence is recorded as unexplained in the attendance register, the correct code should be inputted as soon as the reason is ascertained, but no later than 5 working days after the session.

Hold regular meetings with the parents of pupils who the school (and/or local authority) consider to be vulnerable or are persistently or severely absent to discuss attendance and engagement at school.

Identify pupils who need support from wider partners as quickly as possible and make the necessary referrals.

Make the necessary statutory data returns to the local authority.

https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
[bookmark: _Toc526077829]3.3 Unplanned Absence

Parents must notify the school (see contacts below) on the first day of an unplanned absence - for example, if their child is unable to attend due to ill health - by 9:30 or as soon as practically possible (see also section 6). Notice of absence is to be provided to the school Family Engagement Lead via the school main reception number 01924 490 833 or mobile number 07725478244. 

Absence due to illness will be authorised unless the school has a genuine concern about the authenticity of the illness.

If the authenticity of the illness is in doubt, the school may ask parents to provide medical evidence, such as a doctor's note, prescription, appointment card or other appropriate form of evidence. We will not ask for medical evidence unnecessarily.

If the school is not satisfied about the authenticity of the illness, the absence will be recorded as unauthorised and parents will be notified of this in advance.
[bookmark: _Toc526077830]3.4 Medical or Dental Appointments

Missing registration for a medical or dental appointment is counted as an authorised absence; advance notice is required for authorising these absences.

However, we encourage parents to make medical and dental appointments out of school hours where possible. Where this is not possible, the pupil should be out of school for the minimum amount of time necessary, we appreciate that this is difficult given the complex health needs of our children but encourage parents to only take their child out of school for the time needed for the appointment and not the whole day.

Applications for other types of absence in term time must also be made in advance. Information relating to whether the school can authorise such absences can be found in section 4.
[bookmark: _Toc526077831]3.5 Lateness and Punctuality

A pupil who arrives late after 9.30am (unless agreed otherwise) without a valid explanation will be marked as late. Issues relating to health and transport will be taken into account and considered on an individual basis.
[bookmark: _Toc526077832]3.6 Following up Absence

The school will follow up any absences to ascertain the reason, ensure proper safeguarding action is taken where necessary in line with a Child Missing in Education guidance, identify whether the absence is approved or not and identify the correct attendance code to use. 

Where the needs are wider and a whole family response is more appropriate, this is likely to include a voluntary early help assessment.
These meetings should clearly explain the consequences of persistent and severe absence to the pupil and family and the potential need for legal intervention in future but should also be an opportunity to continue to listen to and understand the barriers to attendance and explain the help that is available to avoid those consequences.


Put formal support in place in the form of a parenting contract or an education supervision order.

Issue a fixed penalty notice in line with your child’s Local Authority (not Hollybank) where support would not be appropriate or has not been successful or engaged with and it is likely to change the parents’ behaviour. 

Where the school has concerns Intensified support will be put in place through statutory children’s social care involvement where there are safeguarding concerns, especially where absence becomes severe will be followed. 

Where all other routes have failed or are not deemed appropriate there is the potential for parents’ to be prosecuted. This could be referred through your child’s Local Authority. This could include making the case for a community or parenting order where the parent is convicted to secure engagement with support.



[bookmark: _Toc526077833]3.7 Reporting to Parents

Attendance will be reported to parents on an annual basis as part of the written report to parents in the summer term.

The school will encourage high levels of attendance with attendance certificates being awarded to pupils as follows each term: 

· Gold certification for pupils over 90% for the term.

· Silver certification for pupils over 80% for the term.

[bookmark: _Toc526077834]4 Authorised and Unauthorised Absence
[bookmark: _Toc526077835]4.1 Granting approval for term-time absence

The Headteacher may not grant any leave of absence to pupils during term time unless they consider there to be ‘exceptional circumstances’.

Requests for term-time absence are to be sent to the Family Engagement Lead or the Headteacher in writing (digitally/handwritten) and will be responded to accordingly. 

The school considers each application for term-time absence individually, taking into account the specific facts, circumstances and relevant context behind the request. A leave of absence is granted entirely at the Head Teacher discretion.

Valid reasons for authorised absence include:

· Illness and medical/dental appointments - as explained in sections 3.2 and 3.3

· Religious observance - where the day is exclusively set apart for religious observance by the religious body to which the pupil's parents belong. If necessary, the school will seek advice from the parents' religious body to confirm whether the day is set apart

· Traveller pupils travelling for occupational purposes - this covers Roma, English and Welsh Gypsies, Irish and Scottish Travellers, Showmen (fairground people) and Circus people, Bargees (occupational boat dwellers) and New Travellers. Absence may be authorised only when a Traveller family is known to be travelling for occupational purposes and has agreed this with the school but it is not  known whether the pupil is attending educational provision.
[bookmark: _Toc526077837]5 Attendance Monitoring

The school monitors pupil absences on a weekly basis.

Parents are expected to call the school in the morning if their child is going to be absent due to ill health.

If a pupil's absence goes above 5 days we will contact the parents to discuss the reasons for this.

In line with the Department for Education’s statutory guidance on Children Missing Education (updated August 2024) we recognise that children who are not attending school regularly may be at risk of harm, underachievement, and social exclusion. The school has a legal duty to monitor attendance, identify patterns of absence, and report any concerns to the Local Authority. Where a child is identified as missing education, we will act promptly in accordance with the Education (Pupil Registration) (England) Regulations 2006 (as amended), ensuring that appropriate referrals are made and that every effort is taken to re-engage the child in education.

Hollybank school applies this policy fairly and consistently, we always aim to consider the individual needs of pupils and their families who have specific barriers to attendance and consider the obligations under the Equality Act 2010 and the UN Convention on the Rights of the Child.

[bookmark: _Toc526077838]6 Roles and Responsibilities
[bookmark: _Toc526077839]6.1 The Governing Body

The governing board is responsible for monitoring attendance figures for the whole school on at least a termly basis. It also holds the Headteacher to account for the implementation of this policy.
[bookmark: _Toc526077840]6.2 Headteacher

The Head Teacher is responsible for ensuring this policy is implemented consistently across the school, and for monitoring school-level absence data and reporting it to governors.

The Head Teacher also supports other staff in monitoring the attendance of individual pupils and issues fixed-penalty notices, where necessary.
[bookmark: _Toc526077841]6.3 Class Teachers

Class teachers are responsible for recording attendance on a daily basis, using the correct codes, and submitting this information into the Arbor digital registering system.
[bookmark: _Toc526077842]6.4 Office/Reception Staff/ Family Engagement Lead

Office/reception staff and Family Engagement Lead are expected to take calls from parents about absence and record it on the school system. 

The school office number is 01924 490 833. 

Our family Engagement Lead monitors our pupil attendance in school contact details can be found below to discuss any absences. 
Should the Family Engagement Lead not be available please contact Cara Broadbent Headteacher. 

Family Engagement Lead: 
Dawn Hufton 
Mobile number: 07725 478244

Headteacher:
Cara Broadbent
Mobile number: 07562906352



[bookmark: _Toc526077843]7 Monitoring Arrangements

This policy will be reviewed annually by the Head Teacher. At every review, the policy will be shared with the governing board.
[bookmark: _Toc526077844]8 Links with Other Policies

This policy is linked to our child protection and safeguarding policy.




[bookmark: _Toc526077845]APPENDIX 1: Attendance Codes

The following codes are taken from the DfE's guidance on school attendance and the digital registering system Arbor which Hollybank School uses.

	ode
	Full name 
	Description

	The student is counted as present.

	/ or \
	Present am or pm
	Present in school during registration.

	L
	Late
	Late arrival before the register has closed

	The student is counted as present, at an Approved Educational Activity. 

	B
	Educated off Site
	The student is at an off-site supervised educational activity approved by the school.

	K
	Education provision provided by LA
	Education provision arranged by a local authority, rather than the school

	P
	Sporting Activity (Approved)
	Pupil is taking part in a sporting activity that has been approved by the school and supervised by someone authorised by the school.

	V
	Educational trip
	A residential trip organised by the school or a supervised strictly educational trip arranged by an approved organisation.

	W
	Work Experience
	A student in the final two years of compulsory education is attending work experience.

	The student is counted as absent, authorised.

	C
	Other Authorised Absence
	Leave of absence for exceptional circumstance

	C1
	Other Authorised Absence
	Absence for a regulated performance or employment abroad

	C2
	Other Authorised Absence
	Pupils on part-time timetables

	J1
	Interview
	Leave of absence to attend an interview for employment or admission into another educational institution

	E
	Excluded
	If a student is excluded but still on the admission register, they should be marked E, for up to the sixth consecutive day of any fixed period (referred to as 'suspensions' by the DfE from Autumn 2021) or permanent exclusion.

	M
	Medical/Dental Appointments
	The student is absent due to a medical or dental appointment that could not be made outside of school hours.

	R 
	Religious Observance
	The student is absent for religious observance on a day designated by the religious body.

	S
	Study Leave
	Study leave should be used sparingly and only granted to Year 11 pupils for public exams. Students should still be able to come into school to revise.

	T
	Traveller Absence
	Used when Roma, English and Welsh Gypsies, Irish and Scottish Travellers, Showmen (fairground people) and Circus people, Bargees (occupational boat dwellers) or New Travellers are known to be travelling for occupational purposes and have agreed this with the school.

	I
	Illness
	This Illness code can be used for any form of illness, if you don't want to distinguish Covid-19 illness.

	The student is counted as absent, unauthorised.

	G
	Family Holiday (Not Agreed)
	The Holiday was not authorised by the school or in excess of the period determined by the headteacher.

	N
	No Reason
	The reason for the absence has not been provided. If no reason for an absence is provided after a reasonable amount of time, it should be changed to O.

	O
	Unauthorised Absence
	If the school is not satisfied with the reason given for absence they should record it as unauthorised.

	U
	Late (After Register Closes)
	Schools should keep registers open for a reasonable amount of time, after which the student should be marked with a U.

	These codes are not counted so will not affect attendance figures.

	D
	Dual Registration
	The student is registered at another school and attends it during this lesson e.g. students at a pupil referral unit. Schools should only record attendance and absences for sessions the pupil is scheduled to attend at their school. 

	Q
	Unable to attend the school because of a lack of access arrangements
	Applies when a pupil is absent because the local authority, responsible for home-to-school travel, has failed to provide it, or when the pupil must attend a school beyond walking distance that doesn’t qualify for travel arrangements.

	X
	Non-statutory school age absence
	Sessions non-compulsory school-age children are not expected to attend. This code should only be used for early years students who have not yet passed the 1st January, 1st April or 1st September following their 5th birthday.

	Y1
	Unable to attend
	Absence due to transport normally provided not being available.

	Y2
	Unable to attend
	Widespread disruption to travel

	Y3
	Unable to attend
	Part of school closed.

	Y4 
	Unable to attend 
	Unexpected whole school closure (different from # for planned closures).

	Y5 
	Unable to attend 
	Pupils in the criminal justice system.

	Y6 
	Unable to attend 
	Absence due to public health guidance or law.

	Y7 
	Unable to attend 
	Any other unavoidable cause. 

	Z
	Pupil Not On Roll
	This code can be used when setting up registers in advance of pupils joining. Schools must take attendance for pupils from the first day the student should be attending the school.

	#
	School Closed To Pupils
	This code should be used for whole or partial school closures that are known or planned in advance such as if the school is used as a polling station.
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