ATTENDANCE POLICY

SHINE Multi Academy Trust



Management log
Document
Author
Person responsible for the document
Date approved
Date issued
Review period

Next review

Signed

J<_

Chair of the board

Related Policies

e Complaints Policy

e Educational Visits

e General Data Protection

e Equality

e Exclusions and Suspensions
e Anti-bullying

e Behaviour

e Child Protection and Safeguarding

All above policies are available through our academies local servers, directly

SHINE Multi Academy Trust 1

Attendance Policy

Carl Hollis DSL Scotholme Primary
CEO

14th September 2025

19th September 2025

Annual

Summer 2026

Signed

KU e

CEO

through SHINE or through the Trust website www.shine-mat.com

1


http://www.shine-mat.com/

SHINE Multi Academy Trust 2
2

Contents

Part One

1. Equal opportunities statement - 3

2. Summary of content- 3

3. Entitlement to Attendance - 3

4, SHINE Statement of Intent-4

5. A Positive Approach-5

6. Attendance Partnership Expectations - 6
7. Legislative Framework -7

8. Authorised Absence -8

9. Suspension 9

10. Religious Observance 9

11. Traveler Absence 9

12. Unauthorised Absence 9

13. Medical Appointments 10

14. Extended Leave/Withdrawals from Education — 11
15. Penalty Notices—11

16. Prosecution - 12

17. Safeguarding- 13

Part Two
Individual School Procedures



SHINE Multi Academy Trust

PART ONE

1. Equal opportunities Statement

The SHINE Multi Academy Trust (SHINE) is committedto promoting equal opportunities and everyone
will receiveequaltreatment regardlessof age, disability, gender reassignment, marital or civil partner
status, pregnancy or maternity, race, colour, nationality, ethnic or national origin, religion or belief,

sex or sexual orientation (protected characteristics).

2. Summary of Content

Part 1 —SHINE’s statement of intent regarding attendance

(Including SHINE’s vision concerning attendance across the Trust, absences, extended leave, religious
observance and parents’ role)

Part 2 — Individual academies’ procedures for attendance (Including how attendance is monitored,
dealing with attendance and punctuality issues and how attendance is rewarded, plus proceduresfor

Children Missing from Education (CME)

3. Entitlementto Attendance

In the SHINE Multi Academy Trust, we recognise a child’s right to education as part of law and as a
decenthuman principle.

Underthe United Nations’ Conventions on the Rights of the Child, Article 28 sets out the child’s rights
to an education: -

Article 28
1. States Parties recognize the right of the child to education, and with a view to achieving this right
progressively and based on equalopportunity, they shall:
(a) Make primary education compulsory and available free to all.

In UK law, every child has the right to education. This was made law following the European
Convention on Human Rights treatyin 1950. It became law in the UK as part of the Human Rights Act
1998. The rights set outin this documentstate: -

Rights set out in the convention include:
the right to life
the right to be kept safe from torture and cruel treatment
freedom from slavery
the right to a fair trial
the right to respect for private and family life
the right to an education.

Furthermore, the law entitles every child of compulsory school age to an efficient, full -time education

suitable totheirage, aptitude and any special education need they may have.

3
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Itis the legal responsibility of every parentto make sure their child receives that education by either
attendingaschool or receiving education otherthanina school.

Where parents/carers decide to have theirchild registered ata school, they have an additional legal
duty to ensure their child attends that school regularly. This means that the child shouldattend school,
every daythatitisopen, exceptinasmall numberof allowable circumstances such asillness of where

school has given permission forthe absence.

4. SHINE's statement of intent regarding attendance

SHINE and its member academies seek to ensure that all its children receive an education that
maximizes opportunities for each child to reach his or herfull potential. Research shows a strong link

between good attendance and increased attainment.

SHINE aims to improve itsacademies’ attendance and punctuality by:
e promotingthe value andimportance of regular attendance
e providing consistentinformation to children and families

e reducingall forms of unauthorised absence

Across SHINE, we will work in partnership with parents/carers and other agencies to strive towards
every child reaching100% attendance and impeccable punctuality. This will ensure that each child can

getthe bestoutof the educational opportunities provided.

Targets are bestachieved by workingin partnership with parents/carers and other agencies. We will
put clear and robust strategies in place to manage and promote regular attendance and punctuality
for all children across SHINE. These targets need to be understood and owned by parents/carer,
children, staff, local governors and trustees alike. This expectation applies throughout the education

system from the Early Years through to Primary level.

In orderto manage and promote regularattendance SHINE will:
¢ Monitorindividual children’s attendance.
e Keep parentsupdated on attendance via letters home, newsletters, meetings and the website.
e Reportto parents/careron theirchild’s progress and whetherthis has been affected by their

attendance, viaregular parent evenings and letters home.
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e C(Celebrate and reward good and improved attendance through competitions, prizes,
certificates and events. Each academy must have clearincentives, which support the drive for
good attendance.

e Review attendance on a regular basis and identify any child who is at risk of becoming a
persistent absentee. Individualacademies will then act upon this, using their own procedures
and process (as agreed by their local governing body) to lessen the effects on a child’s
attendance and learning. As SHINE’s academies are in different local authorities, these
procedures may differslightly depending upon the processes the Education Welfare Services

(or similarlocal authority attendance service) operate in each local authority.

Days Absentin Description Percentage Approx’ weeks lost per
the Year year

5-8 Expected 98%-96% 1 to 2 weeks

9 Satisfactory 95% 1 to 2 weeks

10-18 Less than expected 94% - 90% 2 to 4 weeks

5. A Positive Approach
In the SHINE Multi Academy Trust guidelines, we attempt to maintain a positive attitude towards

attendance at school. We actively seek to share the positive benefits of a good attendance at school
with children through an exciting and engaging curriculum that entices them to want to attend school.
During September, we share with both children and parents/carers the benefits of good attendance.
These are shared in class and in letters/leaflets/posters given to all families, plus on the school

websites.

What are the POSITIVES that families get from their attending school all the time?

e Childrenbenefit from structure and routine.

e Good attendance isalife skill vitalfor secondary school and laterinlife. Itinstils discipline.

e Allows school to perform their duty of care in terms of safety, provision of food and welfare
and to support parents/carers.

e Buildschildren’s confidence both academically and socially.

e Childrengettobuildstrong,longer-lasting, positive relationships with other children and staff.

e Itenablesbetterteamworkin classesand allows classestowork together more.
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e Itallows parents/carerstohave someindependentfree or work time and thereby makes life
less stressful for parents.
e Childrenare onaverage more likelytosucceedinschool if they are attending regularly.
e Schoolisfun, challengingand provides many different life opportunities that children may not
experience anywhere else.
As well as this, we offer incentives for children to attend school regularly. During the month of
September,all these rewards, along with theimportance of attendance, howwe monitor absence and
our trigger process, the importance of punctuality and applying fora withdrawal from education are
all shared with children and parents/carers through school and class assemblies; displayed on the

school website and shared with parents/carers.

6. Attendance Partnership Expectations

Attendance is EVERYBODY’S business and concern and therefore there are expectations placed on

children, parents/carers and the academies.

We expectthe following fromall our children:
e Toattendschoolregularly.
e To arrive on time and appropriately prepared for the day.
e To talk to a member of staff about any problem or reason that may prevent them from
attendingschool.
e Engage activelyinthe classroom

e Recognise the achievement of others

We expectthe following fromall parents and carers:
e Toensuretheirchildren attend school regularly and punctually.
e Toinstillintheirchildrenthe reason why attendance atschool is soimportant.
e Toensure contactis made with the school as peracademy policy.
e Toensurethattheirchildrenarrive at school well prepared forthe school day.
e To talk to a member of staff about any problem or reason that may prevent their child from
attendingschool.
e Toinformthe school of changesin their contact details.
e To book medical appointments where possible outsidethe school day.

e Torecognise the personal achievements of their children
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Parents/Carers and the child can expectthe following from school:

e Teachersto meetandgreetthe children

e To buildgoodrelationships with the children and create positive classroom environments

e Toimplementeffectiveteachingstrategies sothatchildren canlearnand progress

e  Regular, efficientand accurate recording of attendance.

e Tolistenandunderstandthe barrierstoschool attendance and offer the appropriate support
and agree appropriate planstoimprove attendance.

e  Earlycontact with parents/carers when a child fails to attend school without providing a good
reason.

e Toinform parents/carersifachild’s attendance level falls belowthe expected standard.

e  Follow-upsupport where necessary.

7. Legislative Framework

Parents/Carers of registered children have a legal duty under the Education Act 1996 (sec 444) to
ensure that childrenof compulsoryschool age attend school on aregular and fulltime basis. Permitting
unauthorised absence from school is an offence and parents may be reported to the Education

Authority if problems cannot be resolved by agreement.

All children, regardless of their circumstances, are entitled to a full-time education that is suitable to
theirage, ability, aptitude and any special educational needs they may have. Local authorities have a
dutytoestablish, asfarasitis possible to do so, the identity of children of compulsory school age who

are missingeducationintheirarea.

Parents/carers are responsible for ensuring their children receive education. Estranged parents with
whom the child has had regular contact may be prosecuted as well as the day-to-day carer. Each
situation must be dealt with onanindividual basis,always remembering the welfare and safety of the
child is the paramount concern. The term ‘parent’ also includes those who are not a natural parent
but have parental responsibility for the child as defined by the Children Act 1989 or who have care of
the child as defined by the Education Act 1999

The academies follow the expectations set out by the Department for Education in the guidance
Working Togetherto improve school attendance (August 2024). There procedures are based around

the principles and stages of:

7
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Preventing poorattendance.

Earlyintervention and Early Help to addressearly patternsof poorattendance and agree ways
toimprove.

Targeted interventions (including Early Help and Formal interventions)for those childrenwho
are persistently absent orseverely absent.

Understandingbarriers toindividuals’ attendance and agree individual plans for children with
specificneeds.

Formal Statutory Interventions where support has not been effective orengaged with.

Authorised Absences

The Department for Education has issued guidelines to all schools detailing valid reasons for

authorised orjustified absences:

When a childis ill orreceiving medical attention.

Days of religious observance notified in advance.

Absence due tofamily circumstances (e.g. bereavement, seriousillness).

Visitinga parentin prison or part-time timetable agreed as part of a reintegration package.
One or both parentsinthe armedforces and leave granted priorto deployment

‘Factory fortnight’ holidays —immovable holidays due to business rotas etc (such requests
should be accompanied by a letter from the employer)

Family/carerfuneral (one day maximum)

There are otherabsences, such as “Approved Sporting Activity” that can be authorised and there will

be events affecting families, some unforeseen, which will necessitate absence from school and

professional discretion will need to be used in these cases about whether the absence can be

authorised. The specific circumstances potentially encountered by military families, young carers,

SEND and children with medical needs will be considered on a case-by-case basis.

9.

Suspension (no alternative provision made)

Suspension from attending school is countedas an authorised absence. The Headteacher will plan for

work to be senthome.

10. Religious Observance

Underour ethos of ‘Dare to be Different’, werecognisethe vibrantand diversefaiths and values of all

8
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our communities. We promote and celebrate ourvaried heritage as one of the strengths of SHINE.
The Child Regulations 2006 states that absence for religious observance should be treated as
authorised absence “on a day exclusively set apart for religious observance by the religious body to
which the parents belong”. SHINE will allow one day for each religious festival, with no more than
three days inan academicyear. Additional days off for shopping or for extended celebrations will be
treated as unauthorised absence.

In respect to pilgrimages, the academy will request copies of the travel information. Dates of retum
should be agreed prior to the period of leave. Parents/carers should be advised about this policy
regarding unavoidable delaysinreturn ortaking extended leave that has not been authorised by the

academy.

11. Traveller Absence

The aim forthe attendance of Traveller children,in common withall other children, is to attend school

as regularly and as frequently as possible.

The pupilisa mobile child and their parent(s) is travellingin the course of theirtrade or business and
the pupilistravellingwiththem. A mobile childis a child of compulsory school age who has no fixed
abode and whose parent(s) is engaged in a trade or business of such a nature as to require them to

travel from place to place.

To help ensure continuity of education for pupils, when their parent(s) is travelling for occupational
purposes in England, it is expected that the pupil should attend a Authorised Absence school where

theirparent(s)istravellingand be dual registered at that school and their main school.

12. Unauthorised Absences

Unauthorised absences are those where:

e No letteroracceptable explanationis provided by parent(s).
e The reason for the absence does not fall into one of the categories of authorised absence

above.

The following activities are examples of what would be classified as unauthorised:

e Holiday

e Mindingthe house

e Caringforrelatives
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e Awaitingrepairpeople

e Shopping

e Abirthdayorfamilycelebration

e Days overlapping with beginning orend of term

e Familyweddingslongerthanone day

e Visitingrelativeslivingin different parts of the country or overseas

e Holidayswonin competitions

There are clearly some grey areas. The guidance makesit clear that only truly exceptional occasions

should be classified as authorised.

Government guidelines make it plain that, in the final analysis, it is the school via the Headteacher
that judges whether an absence is authorised or not. A note from home therefore does NOT
automatically make an absence valid/justified/authorised. The Headteacherwill make decisions as to
whether an absence is authorised or not. It is the Headteacher’s prerogative to request that the
parent(s)/carer(s) provide a certificate for short-term illnesses and to request a doctor’s notification

inthe case of long-termillness.

13. Medical Appointments
Parents/carers should avoid making routine medical appointments and dental appointments during

the school day. In most cases, appointments can be made outside of the school day/during the school
holidays. Where appointments must be taken during the school day, only the time for the
appointmentand travel to and from will be classed as an authorised absence. Children are expected
toreturntoschool forthe remainder of the day/attend school prior to the appointment. Parents/carer

are requiredto provide a copy of an appointment letter or card prior to the day of the appointment.

14. Extended Leave or Withdrawals from Education (Holidays)

The 2013 Amendments of the 2006 Education Act say that Withdrawal from Education (Extended
Leave) mayonly be allowed in ‘exceptional circumstances’ at the Headteacher’s discretion.

The academy schools will not authorise any request for leave, except in exceptional circumstances,
such as a death of close family member or life-threatening illness. Further information can be found

in Guidance on applying for the Education Child Registration Regulation 2006.

All applications for withdrawals from education should be made at least two weeks in advance by the
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parent(s) orcarer(s) onthe form available fromthe school office. The request shouldinclude any flight
details, both outbound and inbound and any relevant medical evidence to substantiate that the
requestis in exceptional circumstances. All requests will be treated on a case-by-case basis taking

into consideration the circumstances of the withdrawal —it must be EXCEPTIONAL circumstances.

If permission to take leave is not granted and the parents/carers ignore the refusal and keep their
child away, the absence will be unauthorised. Failure to comply with the school procedures will
resultin further action being taken. This will result in an application for a fixed penalty notice from
the Local Authority levied against each parent of each child. If we believe that your child has been
on holiday and you have not notified the academy, you may still receive afixed penalty notice issued

through the Local Authority.

15. Penalty Notices

From 2024/25, penalty notices will be governed by The National Framework for Penalty Notices. This

comesto force on the 19" August 2024.

Penalty Notice fines will now be issued to each parent, for each child that was absent. e.g. 3 siblings

absentforterm time leave wouldresultin each parentreceiving 3separate fines.

The first Penalty Notice issued forterm time leave orirregularattendance will be:
e £80 perparent, perchild, if paid within 21 days
e £160 per parent, perchildif paid within 28 days

The second time a Penalty Notice isissued for Term time leave orirregular attendance within 3years,

the amount fined will be £160 per parent, perchild paid within 28 days.

The third time an offence is committed for Term time leave or irregular attendance within 3 years, a
Penalty Notice will not be issued, and the case will be presented straight to the Magistrates Court.
Magistrates’ fines can be up to £2500 per parent, per child.

Cases found guilty in Magistrates Court can show on the parents’ future DBS certificate, due to afailure

to safeguarda child’s education.

In terms of irregular attendance, Penalty Notices will be issued for term time leave of 5 or more

consecutive days. INSET training daysare school daysand can be includedin the 5or more consecutive
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days where there was an intentto be absentfor termtime leave.

Penalty Notices will be considered when there have been 10 sessions of unauthorised absencein a

10-week period.

16. Prosecution

When attendance continues to be low and interventions fail to bring about an improvement, legal
action in the Magistrates’ Court may be taken. We will provide the local authority with evidence
required for prosecutionunder Section 444 of the Education Act 1996 and will appearas a prosecution
witness if required in court. This is to safeguard that parents realise their own responsibilities is to
ensure theirchild attends school and mostimportantly about returning children to education.
Section 444 of the Education Act 1996 states that if a parent fails to ensure the regular school
attendance of their child, he/sheis aregistered pupilataschool and is of compulsory school age, then
they are guilty of an offence.

A parent found guilty of this offence can be fined and or be imprisoned for a period of three months.
Alternative to Section 444 prosecution are Attendance Contracts, Penalty Notices or an Education

Supervision Order.

17. Safeguarding

Any safeguarding issues pertaining to a child being taken out of school in circumstances that cause
concern, will be addressed first to one of the school’s Designated Safeguarding Leads and following

thisto the Social Care Duty Team coveringthe areawhere the child lives.

If you need help in understandingit in your own language, please contact the SHINE Team on 0115

9786351.

Jesli potrzebujesz tej informacji w alternatywnej wersji, takich jak duzy druk, Braille'a, tasmy lub

pomocw zrozumieniu gow swoim jezyku, skontaktuj sie z zespotem potysk na0115 9786351.

Jei jums reikia $ig informacijg alternatyvi versija pvz stambiu Sriftu, Brailio rastu, juostos ar padéti

suprasti savo gimtaja kalba, praSome susisiektisu valymo komanda 0115 9786351.

I 3T T doh et TR0l H 3 BRI B HTIRIHATS ol g9 fie, 9d, 2T A3 U Je
@1 YT S GHSH H Ace, $UAT0115 9786351TR RMMSICIHY T B,
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Daca aveti nevoie de aceastdinformatie intr-o versiune alternativa, cum ar fi imprimare mari, Braille,

bandasau ajutorin intelegerea-lin limba dumneavoastra, va rugam sa contactati echipa de pantofi pe

0115 9786351.
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PART TWO Individual School Procedures

Introduction

At Ironville and Codnor Park Primary School we believe that regular school attendance is the key to
enabling children to maximize the educational opportunities available to them and become
emotionally resilient, confidentand competent adults who are able to realize theirfull potential and
make a positive contribution to theircommunity.

All our children are valued, and regular school attendance is essential if they are to achieve theirfull
potential. As set out in this policy, we will work with families to identify the reasons for poor
attendance and try to resolve any difficulties.

We recognise that attendance is a matter for the whole school community. Our attendance policy
should not be viewed inisolation;itis a part of our ‘Take Care’suite of policiesthat supportsall aspects
of school life, and shouldbe read alongside our child protection and safeguarding, bullying, be haviour
and other policies. This policy also takes into account the Human Rights Act 1998, the Disability
Discrimination Act 1995 and the Race Relations Act 2000.

Informing school of a child’s absence

Parents/carers are expected to inform the school of their child’s absence by phoning school (01773

602936) or emailing attendance®@ironvillecodnorpark.derbyshire.sch.uk by 8:45 a.m. at the very

latest. Emails to otherschool email addresses will notbe accepted.

If no reasonfor absenceis provided by 9:00 a.m. school will telephone you to request the reason for
absence. If we are unsuccessful in contacting you by 9:30 a.m. we will telephone your child’s
emergency contacts and theirsiblings school/nurseries.

If we have not received aresponse by 10:00 a.m. two members of school staff will visit you at home.
If the home visit is unsuccessful we may contact your emergency contacts, and/or other agencies.
Your child will be marked as unauthorised onthe registerand we will initiate our attendance support
procedures. Duringthe visitifthere isnoansweratthe door, acomplimentslip will be postedthrough
the letter box with a code word written onit, valid forthe day. For the absence to be authorised you

will be expectedto contact the School Office by 3:15 p.m. with the code word and reason for absence.

lliness
Not all illness requires an absence from school. For minor childhood ailments such as coughs, colds,
earaches we would not expect children to be absent. However, when a parent/carer makes the

assessmentthattheirchildis unfitforschool, they should follow the above absence process.
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Itisaschool’sdecisionwhetherto acceptareasonforachild’s absence and whether to authorise that
absence. In most cases, a parents/carers explanation of their child’s iliness can be accepted without
guestion or concern. In circumstances where there are concerns about a child’s attendance orreason
for absence, further evidence of achild’sillness may be requested.

We have clear systems in place to escalate any concerns about high levels of absence due toillness,
special educational needs or disabilities including agreements about accessing additional services to

provide appropriate supportto children, particularly forlongtermillness.

The types of scenarios when medical evidence may be requested include:

e Childisabsentandthere are frequentodd days absences due toreportedillness.

e Childisabsentandthe same reasonsforabsence are frequently repeated.

e Childis absent and attendance is below expected levels and there is a concerning
pattern of absence/reasons forabsence.

e Where there is a medical problem and school may need evidence to seek additional
support/providesupport. This system allows for both the school to try and work with
the parents/families through the support meeting but also makes clear the

responsibility for punctuality falls on the parents of individual children.

If your childis off ill forthree days or longerand we have concerns around theirattendance or
welfare, two members of staff will complete a ‘Safe and Well’ home visit where they will speak to

you and your child. This will continue every three days until they returnto school.

If your childis off ill for three days or longerand we have NO concerns regarding their attendance or
welfare, amember of the attendance team will contact you via TEAMS (face to face meeting) to

speak to youand yourchild. Thiswill continue every three days until they returnto school.

If your child has been off school for longerthan five days, thenthe child will have a ‘Back Strong and
Ready to Shine’ discussion with a member of the Attendance Team. The child will receive a copy of
the discussion. If we notice any patternsin absences, we might completea ‘Back Strong and Ready to
Shine’ withyourchild evenif they haven’t had five consecutive days absence. This will be decided by

the Attendance Team.

1
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Unauthorised absence

Absence will not be authorised unless parents/carers have provided a satisfactory explanation which

has beenaccepted as such by the Headteacher.

Examples of unsatisfactory explanationsinclude:
e achild’s/family member’s birthday
e shopping
e havingtheirhaircut
e closure ofasibling’sschool for INSET (or other) purposes
e holidays taken without the authorisation of school
e wokenuplate

e childwouldn’tgetdressed

The Local Governing Body have made the decisiontono longerauthorise the last day of term or first

day of term without suitable evidence.

Late Arrival

The bell forthe morningsessionwillbe sounded at 8:40 a.m. Childrenin Robins, Kingfishers, Kestrels
and Eagles will go straightinto class on arrival. Wrens and Shining Start will line up and will be taken
into class whenthe bellisrung at 8:45 a.m. At 8:45 a.m. the school gate will be closed to signal that
the school day has started. The staff on the welcome gate will be on the playground until 8:50 a.m. to
open the gate for any children who arrive after the start time.

From 8:50 a.m. until 9:15 a.m. a late mark will be issued. After 9:15 a.m. an unauthorised mark will be
issued.

If a child arrives after 9:15 a.m. the absence will be only authorised, by the Headteacher, if a
satisfactory explanation for the late arrival can be provided, for example, attendance at a medical
appointment.

If your child receivestwo Lates (L or U): you will receive a warning text. Lates and the reasons given
are reviewed weekly by the Attendance Support Team.

If you receive three Lates (Lor U): you will be asked to attend alates support meeting with the Family
Support Worker. If your child has two or more lates during the review period, you will be asked to
attend an Attendance support review meeting. If your child receives numerous unauthorised Lates (U)

this may resultin a penalty notice, for each parent, if your child continues to arrive late.
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The bell for the afternoon session will be sounded at 1:00 p.m. A full attendance mark will be given
whenregistration takes place. After registration until 1:10 p.m. a late mark will be issued. After these
times an unauthorised mark will be issued unless there is a valid reason such as a medical

appointment.

Alterations to the Register

As the school registeris a legally binding document, it is therefore important that it is completed
carefully and accurately by the class teacher.
As part of their roles in monitoring attendance and absence, the Headteacher will correct any

oversights where the incorrect code has been entered.

Using Attendance Data

Children’s attendance will be monitored, and data will be shared with other agencies if a child’s
attendance isacause forconcern.

The Attendance Support Team review attendance daily, half termly and termly. Termly datais shared
with the school SENCO and class teachers. This information will also be used to identify child for
attendance support meetings.

Attendance data will also be used to identify emerging patterns and trends to inform whole school
strategiestoimprove attendance and attainment.

Parents/carers will be provided with information about their child’s attendance during parents’
eveningsand end of yearreport.

We are required to share attendance data with the DfE viathe local authority.

Allinformation shared willbe done soin accordance with the Data Protection Act 2018.

Support Systems

We recognise that poor attendance is often an indication of difficultiesin achild’s lifeand this may be
related to matters outside of school. Parent/carer should make school aware of any difficulties or
changes in circumstances that may affect their child’s attendance and or behaviourin school, for
example, bereavement, divorce/separation, incidents of domestic abuse. This will help the school
identify any additional support that may be required.

We also recognise that some children are more likely to require additional support to attain good
attendance, forexample, those childrenwith specialeducationalneeds, those with physical or mental

health needs, migrantand refugeechildren and looked after children.
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To support all our children, we have implemented a range of strategies to improve attendance.

Strategiesinclude:

e discussionwith parents/carersand children

e attendance support meetings

e latessupport meetings

e colourcoded late forms— orange for unauthorised and blue for late

o referralstosupportagencies

e friendshipgroups

e welcome gateinthe morningand at the end of the day

e PSHE

e ‘Five waystosay Hello’ onthe gate and external door (two hellos each morning)

e additional learning support

e behavioursupport

e homevisits

e parentsand carerswill be madeaware of the need for full attendance and punctuality through
the school website and newsletters

e staff attendance training

e Childfriendly attendance policy

o Weeklylate gatesevery halfterm

e attendance and punctuality will be referred to at parents’ evenings

e textmessages half termly text termly 100% e 100%
or a letter messages well done attendance non- attendance end
sentto message sentto uniform day for of yearaward in
parents/carers parents/carers for 100% children the summer
iftheirchild’s and 96%+ attendance parents/carers term (prize
lates need to text messagessentto invitedin for draw)
improve. RAG parents/carersif their celebration event e 100% individual
rated child’s attendance if theirchild has attendance
attendance improves 100% for a term trophy for the
forms part of text messagessentto text messages to year
the letter. parents/carersif we are parents/carersif o  96%+

e Flyerwith monitoringtheirchild’s attendance has attendance for
House attendance improved the year Forest
attendance attendance support School day in
emailedto meeting lettersentto
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staff and parentsif theirchild’s e Houseteam the summer
parents/carers attendance isbetween attendance term
Weekly house 90%- 92.99% RAG rated rewards e September
attendance attendance forms part attendance
presentation of the letter drive
and rewards e attendance emails

e 100% attendance raffle
ticketforthe end of
yearsummer prize draw

e Platinumstickerfor
100% attendance

Support offered to families will be child-centred and planned in discussion and agreement with
parents/carers. Where parents/carers fail or refuse to engage with the support offered and further
unauthorised absence occurs, the school in consultation withDerbyshire County Council will consider

the use of legal sanctions.

New starters, including Reception Children and in-year Admissions

For all new starters, including Reception children and in-yearadmissions, the school ensures a
supportive and proactive transition process to promote strong attendance from the outset.
Reception children take partin stay-and-play sessions during the summer term, attend a transition
day inschool and class teachers visitthem in theirnursery settings. The SENCO and Family Support
Workeralso meetwith nursery staff to gatherrelevantinformation and plan appropriate support.
Each Reception child receivesa ‘pocket hug’ intheirwelcome pack to help ease the transition
between home and school and a home visitis carried outin September by the Family Support
Workerand class teacher. For in-yearadmissions, the Family Support Worker visits the child in their
current setting, where possible, and a ‘pocket hug’ is provided to support theirtransition. After the
child has joined the school, the Family Support Worker conducts ahome visit. Where necessary, the
SENCO and Family Support Worker make contact with the previous setting to ensure continuity of

support.
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Roles and Responsibilities

The member of the Senior Leadership team responsible for attendance is: Mrs J Grundy
(Headteacher)

The Attendance Support Term comprises of: Mrs J Coulston (Family Support Worker), Mrs B Moore
(Office Administrator) and MrsJ Grundy (Headteacher)

Additional support team members are: Miss K Sharpe (Family Support Worker), Mrs A Bourne
(SENCO), Mrs Nicholson (Anti-bullying Co-ordinator) and Mrs L Hosie (ELSA and Nurture Lead)

Contact details for the Attendance Team: attendance @ironvillecodnorpark.derbyshire.sch.uk

01773 602936

e Ensure compliance with all relevant legislation (e.g. Child Registration,
Working Togetherto Improving Attendance 2024).

e Ensure an effectivewholeschool culture of high expectationsis underpinned
by clear procedures andresponsibilities.

e Offeraclearvisionforhighattendance whichis communicatedtoand
understood by staff, children and parents/carer.

e Havea cleartrust and academy policy based upon high expectations.

o Regularlyreview and understand attendance data, discussing and challenging
trends and helpingschool leaders to focus improvement efforts onindividual
children or cohorts who need itthe most within school.

e Ensure school leaders fulfil expectations and statutory duties.

Make sure staff, children and families understand that absence from school is
a potential safeguarding riskand understand theirrole in keeping children
safe.

e Expectgood attendance and punctuality from all members of the school
community and make sure that children understand itsimportance.

e Conveyclearmessagesabout how absence affects attainment, wellbeingand
wider outcomes. Empower staff to take responsibility for attendance.

e Recognise attendance as animportant area of school improvement. Make
sureitisresourced appropriately (including through effective use of child
premium funding)to create, build and maintain systems and performance.

e Have a designated attendance championin the seniorleadership team with
clearly assigned responsibilities which are identified within the attendance
policy, escalation of procedures and school improvement plan.

e Make sure staff receive training/professional development and support to
deploy attendance systems effectively.

e Share effective practice on attendance management and improvement across
schools within Trusts.

e Havinga clear, written school attendance policy based onthe expectations
and ensuring the implementation of this policy —ensuring compliance with
DfE Guidance for maintained schools, academies, independent schools and
local authorities —Working togetherto improve School Attendance —
September 2024.
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e Ensuringevery member of staff knows and understands theirresponsibilities
for safeguarding and how this links with poor school attendance —ensuring
compliance with Keeping Children Safe in Education.

e Developinggood supportforchildren with medical conditions (including the
use of individual healthcare plans), mental health problems and special
educational needs (SEND). Ensuring compliance with Statutory Guidance for
governing bodies of maintained schools and proprietors of academiesin
England December 2015 - Supporting children at schoolwith medical
conditions.

e Share the DfE national and comparative attendance data during each Local
Governing Body Meeting.

e Ensuringevery member of staff knows and understands their responsibilities
for attendance.

e Ensuringaccurate completion of admission and attendance registers.

e Ensuringstaff are actively working to maximise attendance rates, bothin
relation toindividual children and the child body asa whole.

e Havingclearprocessesin place to address persistent and severe absence —
children who are severely absent may be at risk of CCE/CSE/grooming etc.
and this cohort must be made the top priority foraction and support. Be
especially conscious of any potential safeguardingissues ensuring joint
working between the school, children’s social care services and other
statutory safeguarding partners. Often severely absent children have
additional needs and thereforeitis vital that schools ensure all appropriate
services are informed and aware of the child’s absence so suitable support
can be considered, and education provided/accessed.

e Ensuringthat all staff adopta consistentapproach in dealing with absence
and lateness.

e Monitoring and analysing dataand trends.

e Reportingtothe Governing Body and Trusts the attendance figuresand
progressto achievingthe set targets.

e Remindingparents/carer of theircommitmentto this policy.

e Buildingand modelling respectful relationships with staff, children, families
and otherstakeholdersin ordertosecure theirtrustand engagement.
Making sure there isa welcoming and positive culture across the school.

e Openand honestcommunication with staff, children and families about their
expectations of school life and performance so that they understand what to
expectand whatis expected of them.

e Lliaisingwith otheragencies working with children and theirfamilies to
support attendance, forexample, whereayoung person has a social worker
oris otherwise vulnerable.

e Sharinginformation onand working collaboratively with otherschoolsinthe
area, LA’s and other partners when absence is at risk of becoming severe or
persistent.

e Ensuringthe school attendance policyisapplied fairly and consistently and
recognisesthe individual needs of children and their families who have
specificbarriers to attendance. Schools should consider their obligations
underthe Equality Act 2010 and the UN Convention onthe Rights of the
Child.

e Ensuringall staff members:

> treat children with dignity.
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> buildrelationships rooted in mutual respectand observe proper
boundaries.

» takeintoconsideration the vulnerability of some children and the ways
in which this might contribute to absence, handling confidential
information sensitively.

» understand the importance of school as a place of safety where children
can enjoy trusted relationships with staff and children, particularly for
children with asocial workerand those who have experienced
adversity.

» communicate effectively with families regarding theirchild’s attendance
and well-being.

» deliverclear messages about expectations, routines and consequences
to new children and families through prospectus and
admission/transition events.

> use physical presence to reinforce routines and expectations on arrival
and departure.

> regularly communicate expectations for attendance and punctuality and
school performance through regularchannels of communication with
staff, children and parents/carers.

> establish and monitorimplementation of rewards forattendance and
punctuality and sanctionsforabsence and lateness.

e Monitoringimplementation of policy and practice.

e Monitoring of whole school dataregularly to identify reasons forabsence,
patterns, attendance of particular groups and the impact of interventions.

e Establishingand ensuringimplementation and robust monitoring of
arrangements toidentify, reportand support children missing education
(CME) or at risk of becoming CME Ensuring compliance with guidance
regarding Children Missing Education.

e Implementingthe policy with the Headteacher.

e Offeringaclearvisionforattendance improvement.

e Championingandimprovingattendance.

e Ensuringpracticeisin place to address persistent and severe absence is

robust.

e Evaluatingand monitoring expectations and processes.

e Oversightof dataanalysis

» Monitoringand analysing attendance dataregularly to allow early
interventiontoaddressissues. Thisincludes raising concerns with other
agencies like children’s social care and early help services which are
working with families.

» Keepingthe Headteacherand staff informed of attendance figures and
trends by providing regular reports to enable them to track the
attendance of children and toimplement attendance procedures.

» Compiling attendance dataforthe Headteacher, the Governing Body
and the Inclusion Support Advisory Teacherfor Derbyshire County
Council.

e Ensuringa positive working relationship with the Inclusion Support Advisory
Teacherfor Derbyshire is fostered, including attending Attendance Targeted
Support Meetings.

e Communicating messages to children and parents/carers.
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School attendance, safeguarding and pastoral support policies which should
clearlyoutline:
> thekeyprinciples
> ruleschildrenneedtofollow
» routines
» consequence systems
If required, holding regular support meetings with the parents/carers of
children who the school (and/or Local Authority School Attendance Support
Team) considerto be vulnerable orare persistently orseverely absent to
discuss attendance and engagement at school.
Undertaking home visitsinline with the school’s safeguarding responsibilities
to engage families and ensure children are safe.
Identifying children who need support from wider partners as quickly as
possible and make the necessary referrals.
Making sure escalation procedures to address absence are initiated
proactively, understood by children and families, implemented consistently
and theirimpactreviewed regularly.
The escalation of procedures to address absence needs to be:
» understood by children, parentsand carers
» implemented consistently
> reviewedregularly

Expectations:

To ensure the recording of attendance and absence datais accurate. -

To ensure robust day-to-day processes are in place.

To track and follow up absence and poor punctuality.

Provide appropriate support and challenge to establish good registration
practice.

Carry out robust first day calling proceduresincluding priorityroutines for
vulnerable childrenincluding children with asocial worker. 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 to understand why and when the child will return.

Where absences are recorded as unexplainedinthe attendance register the
correct code should be inputted as soon as the reason is ascertained, butno
laterthan 5 working days after the session.

Where reasonably possible, ensure school holds more than one emergency
contact number foreach child.

Hold regular meetings with the parents/carers of children who the school
(and/orInclusion Support Advisory Teacher) considerto be vulnerable orare
persistently orseverely absentto discuss attendance and engagement at
school.

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

Undertake home visitsin line with your safeguarding responsibilities to
engage families and ensure children are safe.

Identify and, where possible, mitigate potential barriers to good attendance
inliaison with families and relevant support agencies.

Where children have additional vulnerabilities, which may require multi-
agency meetings try to arrange those meetings outside of lesson time, where
possible.

2
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o Engage withfeederschoolsororganisationsto access absence informationin
orderto identify target cohorts priorto transfer, including mid-year transfers
and managed moves.

Childs at risk of persistent absence
e [nitiate and oversee the administration of absence procedures.
Thisshouldinclude:

o |ettershome

e attendance support meetings

e engagementwithlocal authorities and otherexternalagencies and partners

Childs who are persistently absent

e Developandimplement persistent absence action plans with children and
families which address barriers and help establish positive attendance
routines.

e |dentifytailored interventions which meets the needs of the child.

e Holdregularsupport meetings orreviews of caseload with the Senior
Attendance Champion, external partners and alternative providers to check
on welfare and review progress.

e Lliaise with othermembers of the attendance supportteam onreferrals to
external agencies and multi-agency assessments.

e Coordinate and contribute to multi-agency meetings to review progress and
agree on actions.

e Work in partnership with Inclusion Support Advisory Teacher and other
agenciesto ensure the appropriate use of statutory parental responsibility
measures.

e Provideregularreportstoleadersonthe impactofaction plansand
interventions.

e Ensuringthe effectivewholeschool culture of high attendanceis
underpinned by settingan example of punctualityand good attendance.

e Implementingthe policyand ensuringitisapplied fairly and consistently.

e Ensuringthat the registers are taken at the start of the morning sessionand
once duringthe afternoon session and are accurate and up to-date.

e Informingthe school attendance support team of any concerns.
Emphasize to children the importance of punctuality and good attendance.

e Buildingrespectful relationships with staff, children, families and other
stakeholderstosecure theirtrustand engagement. Making sure thereisa
welcomingand positive culture across the school.

All staff members should:

» treat children with dignity.

» buildrelationships rooted in mutual respectand observe proper
boundaries.

> takeinto consideration the vulnerability of some children and the
ways in which this might contribute to absence handling confidential
information sensitively.

» understand the importance of school asa place of safety where
children can enjoy trusted relationships with staff and children,
particularly for children with asocial workerand those who have
experienced adversity.

» communicate effectively with families regarding children attendance
and well-being.

Childs at risk of severe or persistent absence — (this listis not exhaustive)
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Welcome children back following an absence and provide good catch-up supportto
build confidence and bridge gaps.

This could include:

lessonresources

buddy support

onetooneinput

lunchtime arrangements

lead daily or weekly check-ins to review progress and the impact of support
developtargetedinterventiontoaddress gapsand build children’s confidence
(including considering small group additional support)

provide tailored praise and encouragement when children attend and arrive
ontime

Parents/Carers are responsiblein law forensuring that their children of compulsory
school age receive an efficient education suitable to theirage, ability, aptitudeand
any special educational needs that they may have. Most parents/carers fulfil this
responsibility by registering their children ata school. Parents/carers whose children
are registered ataschool are responsiblefor ensuring that their children attend and
stay at school every day school is open.

Parents/carers are responsible for:

ensuringthattheirchildren are punctual and know the importance of good
attendance.

Instillingintheirchildren an appreciation of the importance of attending
school regularly.

Impressing upon theirchildrenthe need to observethe home school
agreement.

Informing the school onthe first day of absence.

Providing the school with an explanation forthe absence.

Informing the school of any changes to their contact details.

Takingan active interestintheirchildren’s school life, praisingand
encouraging good work and behaviourand attending parent’s evenings and
otherrelevant meetings.

Workingin partnership with the school toresolve issues and help the school
to understand theirchild’s barriers to attendance.

Proactively engage with the support offered by school to preventthe need
for more formal support.

If formal supportis needed, proactively engage with this support to prevent
the needforany legal intervention.

Booking any medical appointments around the school day where possible.
Onlyrequesting leave of absence in exceptional circumstancesanddosoin
advance.

Treating staff with respect.

Actively supporting the work of the school.

Calling staff for help whenthey needit.

Communicating as early as possible circumstances which may affect absence
or require support

2
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Children Missing from Education Procedures - Key Principles (from Children Missing Education
(DfE) August 2024

All children, regardless of their circumstances, are entitled to an efficient, full -time education which

issuitable totheirage, ability, aptitude and any special educational needs they may have.

Children missing education are children of compulsory school age who are not registered ata school
and are notreceiving suitable education otherwise than at a school. Children missing education are
at significantrisk of underachieving, being victims of harm, exploitation orradicalisation, and

becoming NEET (notin education, employment ortraining) laterin life.

Effective information sharing between parents/carers, schools and local authorities is critical to
ensuring thatall children of compulsory school age are safe and receiving suitable education. Local
authorities should focus theirresources effectively inintervening early in the lives of vulnerable

childrento help prevent pooroutcomes.

As part of the school’s commitment to prevent Child Missing from Education we follow the

Derbyshire County Councilguidance. Children missing from education (CME) policy and guidance

and refertothe Children Missing from Education (CME) school flowchart.


https://schoolsnet.derbyshire.gov.uk/keeping-children-safe-in-education/children-missing-from-education/children-missing-from-education-policy-and-guidance.aspx
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Appendix One Attendance Procedure Flow Chart

July 2025

Ironville and Codnor Park Primary School

Monitoring of Attendance Procedure

Gates open at 8:35 a.m. and school starts at 8:45 a.m.

If your child is absent for any reasomn, then you must notify the school
office for the reason by B:45 a.m. either by telephone (01773 8025836} or
by email & i s .This is
thien recorded on the register.

If no reascn for absence is provided by 2:00 a.m. School will telephone you to the request the reason
for absence. If we are unsuccessful in contacting you by 8230 a.m. we will telephone your child’s
emergency contacts.

If a satisfactory explanation is provided, the

If no response by 10:00 a.m. absence will be authorised.

School staff will visit you at home. If
the home visit is unsuccessful we
may contact or other agencies.
‘four child will be marked as
unauthorised on the register and we
will initiate cur attendance
proceduras.,

Monitoring Attendance Half Termlby

100% attendance you will be invited in for a celebration event. Termly
BE-100% attendamce. A well done text will be sent.

83-05 82%. A monitoring text will be sent.

BD-292.88% you will be invited in for an attendance support discussion by letter.

Under 20% but the attendance is authorised you will be invited in for an Attendance support meeting with the
Family Suppont Waorker.

Under 80% but the attendance is unauthorised you will be invited in for an Attendance Panel support mesting with
the Headteacher and Family Support Waorker.

Persistent amd unautharised absences will trigger an Attendance support meeating where you will be invited in to
discuss how the school can support you and your family in gefting your child to school.

If unauthorised attendance doss not improve, we will liaise with The Local Authority for support and you maybe
issued a penalty notice.

2
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Appendix Two Lates Monitoring Flow Chart

Ironville and Codnor Park Primary School

Monitoring of Lates Procedure

If your child is not going to be in school, you must phone
the school by 9:00 a.m. to notify us on time of their
absence and the reason why. If no contact is made, we
will initiate our attendance procedures.

Gates open at 8:35 am. and school starts at 8:45 a.m.

8:50 a.m. - 9:15 a.m. 9:15 a.m. onwards

Your child is marked with an Your child is marked with a U in
L in the register. This is the register. This is classed asan
classed as an authorised unauthorised absence.
absence.

Complete a Late Form at the Office

You must go to the office to complete a late form explaining the
reason. The school will offer support if necessary.

Two Lates (L or U): you will receive a waming text. Lates and the reasons given are reviewed
weekly by the Attendance Team.

Three Lates (L or U): you will be asked to attend a lates monitoring meeting with the Family
Support Worker. If your child has two or more lates during the review period, you will be asked to
attend an Attendance support meeting.

February 2026




