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Groups that may be affected:

Are there any concerns that the policy could have a different Existing or potential Existing or
impact on any of the following groups? (please tick the adverse impact potential for
relevant boxes) positive impact
Age (young people, the elderly: issues surrounding protection X

and welfare, recruitment, training, pay, promotion)

Disability (physical and mental disability, learning difficulties; X
issues surrounding access to buildings, curriculum and
communication).

Gender Reassighment (transsexual) X
Marriage and civil partnership X
Pregnancy and maternity X
Racial Groups (consider: language, culture, ethnicity including X
gypsy/traveller groups and asylum seekers

Religion or belief (practices of worship, religious or cultural X
observance, including non-belief)

Gender (male, female) X
Sexual orientation (gay, lesbian, bisexual; actual or perceived) X

Any adverse impacts are explored in a Full Impact Assessment



1. Introduction

It is the aim of Sea Mills Primary School that pupils should enjoy learning, experience success and
realise their full potential. Our Attendance Policy reflects this and recognises that regular attendance
has a positive effect on the motivation and attainment of pupils and is an integral part of our school.

Some pupils find it harder than others to attend school and therefore at all stages of improving
attendance we will work together with them, their parents and partner organisations to remove
barriers, by building strong and trusting relationships. Therefore, improving attendance is everyone’s
business.

The principals of a ‘support first approach’ are adopted and we seek to:

Support first approach

Expect Aspire to high standards of attendance from all pupils and parents and
build a culture where all can, and want to, be in school and ready to
learn by prioritising attendance improvement across the school.

Monitor Rigorously use attendance data to identify patterns of poor attendance
(at individual and cohort level) as soon as possible so all parties can
work together to resolve them before they become entrenched.

Listen and understand When a pattern is spotted, discuss this with pupils and parents so we
understand barriers to attendance and agree how all partners can work
together to resolve them.

Facilitate support Remove barriers in school and help pupils and parents to access the
support they need to overcome the barriers outside of school. This
might include an early help or whole family plan where absence is a
symptom of wider issues.

Formalise support Where absence persists and voluntary support is not working or not
being engaged with, partners should work together to explain the
consequences clearly and ensure support is also in place to enable
families to respond. Depending on the circumstances this may include
formalising support through an attendance contract or education
supervision order.

Enforce Where all other avenues have been exhausted and support is not
working or not being engaged with, enforce attendance through
statutory intervention: a penalty notice in line with the National
Framework or prosecution to protect the pupil’s right to an education.




2. Aims

Our school aims to meet its obligations with regard to school attendance by ensuring every pupil has
access to the full-time, efficient education to which they are entitled; acting early to address
patterns of absence and creating a culture in which the importance of good school attendance is
understood and valued by all parties.

We believe that one of the most important factors in promoting good attendance is the
development of positive attitudes towards school and a sense of belonging. To this end, we strive to
make our school a happy and rewarding experience for all children, and to foster positive and
mutually respectful relationships with parents.

By promoting good attendance and punctuality we aim to:

¢ Have a pupil attendance target of 96%

¢ Make good attendance and punctuality a priority for all those involved in the school
community.

e Raise our pupils’ awareness of the importance of good attendance and punctuality.

e Provide support, advice and guidelines to parents, pupils and staff.

e Work in partnership with parents, including regularly informing them about their child’s
absence and attendance levels.

e Support pupils back into school following a lengthy or unavoidable period of absence and
provide support to build confidence and bridge gaps.

e Celebrate and reward good attendance and punctuality (Appendix 2)

3. Safeguarding and Attendance

Our school will monitor trends and patterns of absence for all pupils as a part of our standard
procedures. However, we are aware that sudden or gradual changes in a pupil’s attendance may
indicate additional or more extreme safeguarding issues. In line with government guidance we will
investigate and report any suspected safeguarding cases on to the relevant authorities.

4. Using data to support improvements in attendance

Any absence affects the pattern of a child’s schooling and regular absence may seriously affect their
learning. The Department for Education (DfE) defines a pupil as a ‘persistent absentee’ when they miss
10% or more schooling across the school year, for whatever reason. For pupils who miss more than
50% of possible sessions they are defined as ‘severely absent’.

The school will ensure that data is routinely monitored to identify emerging attendance issues and will
seek to prevent any pupil becoming persistently or severely absent. This will include: identifying the
individual needs of pupils; working closely with families and wider support services to remove barriers
to attendance.

5. Understanding Barriers to Attendance

In relation to understanding barriers to attendance, we will ensure



e All pupils and parents are treated with dignity and staff will model respectful relationships to
build a positive understanding between home and school

e That if a family needs support with attendance we will identify who is best placed to work
with them to address issues.

e We support pupils and parents by working together to address any in-school barriers to
attendance.

e Where barriers are outside of the school’s control, all partners should work together to
support pupils and parents to access any support they may need voluntarily.

e We are mindful of the barriers these pupils face and will put additional support in place
where necessary to help them access their full-time education.

e A reduced timetable will only be used in exceptional circumstances, for a limited period to
support pupils to reintegrate back into education to access fulltime provision.

e Other partners will provide more intensive support to pupils who need it.

6. Attendance
Attending and Lateness

Pupils are marked present (/\) if they are in school when the register is taken. If a pupil leaves the
school premises after registration they are still counted as present for statistical purposes.

It is the duty of parents to ensure that children attend school on time. This encourages habits of
good timekeeping and lessens any possible classroom disruption.

The Headteacher/Deputy Head will meet with parents of those children who are frequently late
arriving at school to investigate reasons and suggest solutions to enable more punctual attendance.

Our pupils must arrive by 8.45 am on each school day.

Our morning register is taken at 8.45 am and will be kept open until 9.15am

Our afternoon register is taken at 1:00 pm

A pupil who arrives late but before the register has closed will be marked as late (L) — which counts
as present.

If a pupil arrives after the register has closed at 9.15 am they will be marked with the unauthorised
absence code “Late after registers close” (U) which is an unauthorised absence mark. However, if the
pupil is late arriving due to a valid reason such as an unavoidable medical appointment, the absence
will be authorised and coded accordingly. More information about coding can be found in Appendix
1.

Leave of Absence Requests — ‘Exceptional Circumstances’

The law does not grant parents the automatic right to take their child out of school during term
time.

Only exceptional circumstances warrant an authorised leave of absence. Generally, a need or desire
for a holiday or other absence for the purpose of leisure and recreation would not constitute an
exceptional circumstance. Parents should complete a Leave of Absence Request form which is



available from the school. The request should be submitted as soon as it is anticipated; and
wherever possible, at least four weeks before the absence. Although such absence may be
unauthorised, it is better that we know your child is safe, rather than missing.

Religious Observance

Our school acknowledges the multi-faith nature of the school community and recognises that on
some occasions, religious festivals may fall outside of school holidays or weekends. In accordance
with the law, the school will authorise one day’s absence for a day exclusively set apart for religious
observance by the religious body to which the parent belongs. Should any additional days be
necessary, they should be requested in advance using the leave of absence in term time process.
Additional days taken without exceptional circumstances, will be recorded in the register as
unauthorised absence. If necessary, the school will seek advice from the parents’ religious body, to
confirm whether the day is set apart.

lliness

To report a child as absent please use Arbor or ring the school and leave a message on the absence
line.

Where a pupil has a high level and/or frequency of absence, the school may require medical
evidence of some description in order to authorise any future medical absences. If this is the case,
the school will make the parent/s aware of this expectation in advance.

We will not ask for medical evidence unnecessarily. In some instances, the school may ask the
parent to obtain a letter from a GP, or the school may seek parental permission to contact the
pupil’s GP directly to help support the needs of the individual pupil.

If the school is not satisfied about the authenticity of the illness, the absence will be recorded as
unauthorised.

If a child is absent for more than one day, the parent should contact the school each day to provide
an update on the child’s condition, unless otherwise agreed by the school.

Pupils taken ill during the school day

If a pupil needs to be sent home due to illness, this should be by agreement with a member of SLT.
In such circumstances, the pupil must be collected from the school office by a parent or another
authorised adult and signed out. No pupil will be allowed to leave the school site without parental
confirmation.

7. Absence Response

1%t day of absence Student recorded as absent on register. Absence notification sent
to parents/carers (telephone call or automated notification) If no
response from parent, Pastoral Team/DSL, to make decisions that
may result in either direct telephone/email contact from school,
or home visit (depending on level of risk).




2" day of absence Student recorded as absent on register. Absence notification sent
to parents/carers. Pastoral Team/DSL alerted to those students
who have had a 2nd day of absence with no notification from
parent/carer. Any student who is deemed vulnerable will
automatically be visited by school staff on day 2 without contact,
unless specifically advised not to do so by DSL.

3 day of absence Student recorded as absent on the register. Absence notification
sent to parents/carers Pastoral Team/DSL alerted to those
students who have had a 3rd day of absence with no notification.
Home visit is completed for all students on 3rd day of absence
without contact from parent/carer. Home visit recorded on
CPOM. Discussion held with DSL to agree further action over the
following days. (This may include repeated home visits, request
for welfare checks from Police, DSL contacting Police etc).

10 day of absence CME form completed Emailed securely to the Local Authority

8. Rewarding Good and Improved Attendance

Each week one class will win the attendance cup. This will be monitored on a display in the corridor
for the children to see. Every time a class reaches 5 stars they will have a mystery prize/treat
awarded to the whole class. (See Appendix 2)

9. Support for Poor School Attendance (other than unauthorised term time leave)

Sometimes pupils can be reluctant to attend school. We encourage parents and pupils to be open
and honest with us about the reason for the pupil’s absence. If a child is reluctant to attend, it is
never better to cover up their absence or for a parent to give in to pressure to let the child stay at
home. This can give the impression to the child that attendance does not matter and can make
things worse. As a school, we need to understand the reasons why a pupil is reluctant to attend in
order to be able to support pupils and parents in the best way.

When we have concerns about the attendance of a pupil, we will do our best to make the parent/s
aware of the concerns about their child’s attendance and give them the opportunity to address this.
However, if parents do not make use of the support offered and improve their child’s attendance to
an acceptable level, this may result in legal sanctions. Where there are no genuine reasons for the
absences, parents may be asked to meet with the Attendance champion to discuss the matter. In
some cases, this may result in a formal action plan being produced in the form of an Attendance
Contract.

If our school refers a case of poor school attendance to the Local Authority for legal sanctions, we
will show that we have warned the parent/s that they are at risk of receiving a Penalty Notice or
other legal sanction. This will at least be evidenced via the sending of a Notice to Improve —
attendance warning letter.

We will not usually request legal sanctions from the Local Authority in cases where poor attendance
is symptomatic of complex family circumstances. In such circumstances our school will take a holistic
approach to the issue and involve other agencies as necessary. The exception to this will be where
parents fail to accept or engage with support offered by the school and/or other agencies or fail to



implement the suggested changes. Again, when referring for legal sanctions, we will show that we
have warned the parent/s that they are at risk of receiving a Penalty Notice or other legal sanction.

If our school has safeguarding concerns about a pupil who is absent, we will share information with
other agencies as we deem necessary.

10. Penalty Notices and Prosecutions

Parents have a legal responsibility to ensure that their child attends school on a regular basis. It is a
criminal offence under Section 444 of the Education Act 1996 to fail to secure regular attendance of
a registered pupil at the school. This applies to both resident and non-resident parents who may
both be subject to legal sanctions if their child fails to attend school regularly. It also applies to
others who may not be the parent but may have day to day care of the child.

Unauthorised absence from school can result in a number of different outcomes for parents and
children. Each case is considered individually.

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 at the school his/her parent(s) are guilty of an offence.
Parents with more than one school aged child need to be aware that each child’s irregular
attendance is dealt with as a separate matter.

The school will refer cases of unauthorised absence that meet the threshold for a Penalty Notice to
the Local Authority for legal action unless there are reasonable grounds for not doing so. The
outcome of a referral to the Local Authority may be a Penalty Notice or Prosecution.

Penalty Notices are intended as a sanction for low level offences and a tool to support improved
school attendance for example in circumstances associated with an unauthorised holiday taken
during term time. They are an alternative to prosecution and may not be issued if prosecution is
considered to be a more appropriate response to a pupil’s irregular attendance.

A pupil's unauthorised absence from school could result in one of the following:

1. A Penalty Notice. The penalty is £80 per parent, per child payable within 21 days, rising to
£160 per parent, per child if paid between 22 and 28 days. (Failure to pay will result in
prosecution.) If a second Penalty Notice is issued within a rolling 3-year period the penalty is
£160 per parent, per child if paid within 28 days. There will be no option to pay a lower
amount.

2. Prosecution.

Prosecution could lead to fines up to £2500 and /or up to 3 months imprisonment.

Penalty Notices and prosecution proceedings are issued to each parent with responsibility for the
child and are issued for each child with irregular attendance. For example, in the case of Penalty
Notices, if two siblings had irregular school attendance, and there were two parents with
responsibility for the children, four Penalty Notices would be issued. Penalty Notices cannot be paid
in instalments.



11. Children Missing Education (CME)

Our school will add and delete pupils from roll in line with the law. A pupil’s name can only lawfully
be deleted from the admission register if the reason is set out in regulation 9 of the School
Attendance (Pupil Registration) (England) Regulations 2024. The school will follow Bristol City
Council’s Children Missing Education guidance, and make CME and Pupil Tracking referrals as

appropriate. The school will seek advice from the Children Missing Education Officer if unsure about
any individual cases

12. Roles and Responsibilities
The Governing Board

The governing board is responsible for monitoring attendance figures for the whole school termly. It
also holds the headteacher to account for the implementation of this policy.

The Headteacher

The headteacher is responsible for:

e The implementation of this policy at the school

e Monitoring school-level absence data and reporting it to governors

e Supporting staff with monitoring the attendance of individual pupils

e Monitoring the impact of any implemented attendance strategies

e |ssuing fixed-penalty notices, where necessary, and/or authorising the attendance team to
be able to do so

e Working with the parents of pupils with special educational needs and/or disabilities (SEND)
to develop specific support approaches for attendance for pupils with SEND, including
where school transport is regularly being missed, and where pupils with SEND face in-
school barriers

e Communicating with the local authority when a pupil with an education, health and care
(EHC) plan has falling attendance, or where there are barriers to attendance that relate to
the pupil’s needs

e Communicating the school’s high expectations for attendance and punctuality regularly to
pupils and parents through all available channels

Attendance Champion with support from the pastoral worker

The attendance champion is responsible for:

Leading, championing and improving attendance across the school

Setting a clear vision for improving and maintaining good attendance

Evaluating and monitoring expectations and processes

Having a strong grasp of absence data and oversight of absence data analysis

e Regularly monitoring and evaluating progress in attendance

e Establishing and maintaining effective systems for tackling absence, and making sure
they are followed by all staff

e Liaising with pupils, parents/carers and external agencies, where needed


https://www.bristol.gov.uk/schools-learning-early-years/children-missing-education-cme
https://www.bristol.gov.uk/schools-learning-early-years/children-missing-education-cme

e Building close and productive relationships with parents to discuss and tackle
attendance issues

e Creating intervention or reintegration plans in partnership with pupils and their
parents/carers

e Delivering targeted intervention and support to pupils and families

e Monitors attendance data at the school and individual pupil level.

e Reports concerns about attendance to the headteacher and Designated Safeguarding
Lead (DSL) as appropriate.

e Arranges calls and meetings with parents to discuss attendance issues.

e Co-ordinates requests for Term-time Leave of Absence and advises the headteacher as
requested.

Class Teachers

Class teachers are responsible for recording attendance daily, using the correct codes, and
submitting this information to the school office.

Building relationships with families to support attendance.
Office Staff

School office staff are expected to take calls from parents about absence and record it on the school
system.



APPENDIX 1 — Department for Education (DfE) Attendance & Absence Codes

Attending

/\ Present at the school / = morning session \ = afternoon session

L Late arrival before the register is closed

K Attending education provision arranged by the local authority

Vv Attending an educational visit or trip

P Participating in a sporting activity

w Attending work experience

B Attending any other approved educational activity

D Dual registered at another school

Absent — Leave of absence
Cc1 Leave of absence for the purpose of participating in a regulated performance or
undertaking regulated employment abroad.
M Leave of absence for the purpose of attending a medical or dental appointment
J1 Leave of absence for the purpose of attending an interview for employment or for
admission to another educational institution

S Leave of absence for the purpose of studying for a public examination

X Non-compulsory school age pupil not required to attend school
C2 Leave of absence for a compulsory school age pupil subject to a part-time timetable
C Leave of absence for exceptional circumstance

Absent — other authorised reasons

T Parent travelling for occupational purposes

R Religious observance

I lliness (not medical or dental appointment)

E Suspended or permanently excluded and no alternative provision made

Absent — unable to attend school because of unavoidable causes
Q Unable to attend the school because of a lack of access arrangements
Y1 Unable to attend due to transport normally provided not being available
Y2 Unable to attend due to widespread disruption to travel
Y3 Unable to attend due to part of the school premises being closed
Y4 Unable to attend due to the whole school site being unexpectedly closed
Y5 Unable to attend as pupil is in criminal justice detention
Y6 Unable to attend in accordance with public health guidance or law
Y7 Unable to attend because of any other unavoidable cause
Absent — unauthorised absence

G Holiday not granted by the school

N Reason for absence not yet established

0] Absent in other or unknown circumstances

u Arrived in school after registration closed

Administrative Codes
VA Prospective pupil not on admission register
# Planned whole school closure
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APPENDIX 2: Rewards for whole class attendance - Reach for the Stars

Each week one class will win the attendance cup. This will be monitored on a display in the corridor
for the children to see. Every time a class reaches 5 stars they will have a mystery prize/treat
awarded to the whole class.

The prizes/treats have been decided by the school learning council. An example of some of these
prizes/treats can be found below:

e (Class picnic

e (Class disco

e Sticker Station

e Games afternoon

e  Extra break

e Non school uniform day
e Decorating biscuits

e Movie afternoon

e C(Class trip to the park

Once a class wins 5 stars, the year group will reset and start collecting stars again. All other year
groups will keep the stars they have won. This will mean all year groups have the chance to win a
class prize over the academic year.
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