Attendance Procedure

Cranbrook
School

1. Aims

Our school aims to meet its obligations with regards to school attendance by:
e Promoting good attendance and reducing absence, including persistent absence
e Ensuring every student has access to full-time education to which they are entitled
e Acting early to address patterns of absence

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.

Good attendance is important because:

» statistics show a direct link between under-achievement and absence below 95%
regular attenders make better progress, both socially and academically
regular attenders find school routines, school work and friendships easier to cope with

regular attenders find learning more satisfying
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regular attenders are more successful in transferring between primary school, secondary
school, and higher education, employment or training.

2. 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 2010
The Education (Pupil Registration) (England) (Amendment) Regulations 201 1
The Education (Pupil Registration) (England) (Amendment) Regulations 2013
( ) )
(

The Education (Pupil Reqistration) (England) (Amendment) Regulations 2016
The Education (Penalty Notices) (England) (Amendment) Regulations 2013

This policy also refers to the DfE’s guidance on the school census, which explains the persistent
absence threshold.

3. School procedures

3.1 Attendance register

By law, all schools (except those where all students are boarders) are required to keep an attendance
register, and all students must be placed on this register.
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https://www.gov.uk/government/publications/school-attendance
https://www.gov.uk/government/publications/parental-responsibility-measures-for-behaviour-and-attendance
https://www.gov.uk/government/publications/parental-responsibility-measures-for-behaviour-and-attendance
https://www.legislation.gov.uk/ukpga/1996/56/part/VI/chapter/II
http://www.legislation.gov.uk/ukpga/2002/32/part/3/chapter/3
http://www.legislation.gov.uk/ukpga/2006/40/part/7/chapter/2/crossheading/school-attendance
http://www.legislation.gov.uk/uksi/2006/1751/contents/made
http://www.centralbedfordshire.gov.uk/Images/amendment-regulation-2010_tcm3-8642.pdf
http://www.legislation.gov.uk/uksi/2011/1625/made
http://www.legislation.gov.uk/uksi/2013/756/made
http://legislation.data.gov.uk/uksi/2016/792/made/data.html
http://www.legislation.gov.uk/uksi/2013/756/pdfs/uksiem_20130756_en.pdf
https://www.gov.uk/government/publications/school-census-2017-to-2018-guide-for-schools-and-las

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 student is:

e Present
o Attending an approved off-site educational activity
o Absent
e Unable to attend due to exceptional circumstances
Any amendment to the attendance register will include:
e The original entry
e The amended entry
e The reason for the amendment
e The date on which the amendment was made
e 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.

Students must arrive in school by 8.25am on each school day.

The register for the first session will be taken at 8.30 am and will be kept open until 10.15 am. The
register for the second session will be taken at 1.45 pm and will be kept open until 2.40 pm.

3.2 Unplanned absence

Parents must notify the school on the first day of an unplanned absence — for example, if their child is
unable to attend due to ill health — by 9.00 am or as soon as practically possible (see also section 6).

Phone 01580 711 827 or Phone 01580 711800 Press Ext 1 for Absences

Email: absence@cranbrook.kent.sch.uk

ParentMail
Please provide a full reason/explanation for absence.

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.

3.3 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 student should be out of school for the minimum
amount of time necessary.

Phone 01580 711 827 or Phone 01580 711800 Press Ext 1 for Absences

Email absence@cranbrook.kent.sch.uk



mailto:absence@cranbrook.kent.sch.uk
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ParentMail

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.

3.4 Lateness and punctuality

A student who arrives late but before the register has closed will be marked as late, using the
appropriate code.

A student who arrives after the register has closed will be marked as absent, using the appropriate
code.

3.5 Following up absence

A child not attending school is considered a safeguarding matter. This is why information about the
cause of any absence is always required. The school will follow up any absences to ascertain the
reason, ensure proper safeguarding action is taken where necessary, identify whether the absence is
approved or not and identify the correct attendance code to use.

The Registration Officer will make contact either via email or telephone if no reason for absence has
been provided. Absences will also be followed up by the Tutor and Head of House

3.6 Reporting to parents

Parents can access their child’s attendance via the Parent Gateway daily. This is live information
directly from our Management System. Attendance will also be reported to parents on the regular
Reported Assessments.

4. Authorised and unauthorised absence
4.1 Granting approval for term-time absence

Headteachers may not grant any leave of absence to students during term time unless they consider
there to be 'exceptional circumstances'.

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 Headmaster’s discretion.

Valid reasons for authorised absence include:
¢ lliness and medical/dental appointments — as explained in sections 3.2 and 3.3
¢ Interviews with prospective employers and colleges
e Representation in sport or other recognised areas

e Religious observance — where the day is exclusively set apart for religious observance by the
religious body to which the student’s parents belong. If necessary, the school will seek advice
from the parents’ religious body to confirm whether the day is set apart

Absence for student or family birthdays is not acceptable.

4.2 Legal sanctions

If a child of compulsory school age fails to attend regularly at a school at which they are registered, or
at a place where alternative provision is provided for them, the parents may be guilty of an offence
and can be prosecuted by the local authority.



Penalty Notice Proceedings for Lateness

Penalty Notices are issued in accordance with Kent County Council’s Education Penalty Notices
Code of Conduct effective from January 2016, as revised in April 2017, when:

e 10 times of late arrival for am or pm registrations after the registers have closed during any
possible 100 school am or pm sessions leads to a Penalty Notice Warning Letter

e The Penalty Notice Warning Letter sets out 15 school days during which no unauthorised
absence is to be recorded

e [f unauthorised absence is recorded during the 15 day period, a Penalty Notice(s) will be
issued (one per parent per child)

o Where a Penalty Notice is not paid within 28 days of issue the Local Authority will instigate
court proceedings

Authorising Absence

Only the Headteacher can authorise absence using a consistent approach. The Headteacher is not
obliged to accept a parent’s explanation. A letter or telephone message from a parent does not in
itself authorise an absence. If absences are not authorised, parents will be notified.

If no explanation is received, absences will not be authorised.

Absence (for example leave for holidays) during term time can only be approved in “exceptional
circumstances”. The following reasons are examples of absence that will not be authorised:

» Persistent nonspecific iliness e.g. poorly/unwell

Absence of siblings if one child is il

Oversleeping

Inadequate clothing/uniform

Confusion over school dates

Medical/dental appointments of more than half a day without very good reasons
Child’s/family birthday

Shopping trip
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» Family Holidays (with some rare exceptions)

Persistent unauthorised absence (10% or more of the school year) may result in an AS1 referral to the
Local Authority School Liaison Officer for consideration of prosecution. The school will follow
procedures prior to referral and parents will be notified in writing.

When a referral is made, the child’s Registration Certificate, copies of all letters sent to parents and
minutes of any meetings need to be attached to the completed AS1 referral form with any other
relevant information.

Local Authority Action may include:-

o Attendance Improvement Meeting
. Home visits

o Liaison with other agencies

. Fast Track to Prosecution

Penalty Notices Proceedings for Poor Attendance

Penalty Notices are issued in accordance with Kent County Council’s Education Penalty Notices
Code of Conduct effective from January 2016 and revised in April 2017.



. A Penalty Notice can only be issued in cases of absence for 10 or more half day sessions (5
school days) without authorisation during any 100 possible school sessions or period of 50
days of schooling — these do not need to be consecutive.

. A Penalty Notice can also be issued where an excluded child is found in a public place during
school hours.

o After the appropriate request for a Penalty Notice is received, the KCC Inclusion and
Attendance Service will issue a warning letter setting out 15 school days during which no
unauthorised absence is to be recorded

. If unauthorised absence is recorded during the 15 day period a Penalty Notice will be issued
(one per parent per child)

Exceptional circumstances will be considered for each individual and the student’s previous record of
attendance will be taken into account when the school is making decisions. The fundamental
principles for defining ‘exceptional’ are rare, significant, unavoidable and short. And by 'unavoidable’ it
implies that an event could not reasonably be scheduled at another time. It is important to note that
Headteachers can agree the absence of a child in exceptional circumstances and this discretion can
be used also to determine the length of the authorised absence.

Where Penalty Notices are imposed, the regulations state that the penalty will be £120 to be paid
within 28 days, reduced to £60 if paid within 21 days. Penalty Notices are issued to each parent of
each child. Failure to pay the penalty in full by the end of the 28 day period will result in prosecution
by the Local Authority.

Section 444 of the Education Act 1996 says that parents are guilty of an offence of failing to secure
regular attendance at school unless they can prove that the child was absent:

o with leave (the school has given permission)

. due to sickness or any unavoidable cause (the sickness or unavoidable cause must relate to
the child, not the parent)

. religious observance

. failure by the Local Authority to provide transport

In law, these are the only acceptable reasons for a child being absent from school.

The Headteacher may authorise absence in “exceptional circumstances” but this must be requested
in advance and agreement to each request is at the discretion of the Headteacher, acting on behalf of
the Governing Body (Education (Pupil Registration) (England) Regulations 2006). Each case will be
judged on its merits and the Headteacher’s decision is final. Once the decision not to authorise leave
is taken, it cannot be authorised retrospectively.

If the absence is not authorised and the holiday is taken anyway, the case may be referred to the
Inclusion and Attendance Service who may issue a Penalty Notice to each parent for each child taken
out of school.

Failure to pay the penalty in full by the end of the 28 day period will result in prosecution by the Local
Authority.

5. Attendance monitoring
The Registration Officer monitors student absence on a daily basis.

Parents are expected to call the school in the morning if their child is going to be absent due to ill
health (see section 3.2).

Parents are expected to call the school each day a child is ill.
If a student’s absence goes above 5 days we will contact the parents to discuss the reasons for this.

If after contacting parents a student’s absence continues to rise, we will consider involving an
education welfare officer.



The persistent absence threshold is 10%. If a student's individual overall absence rate is greater than
or equal to 10%, the student will be classified as a persistent absentee.

Student-level absence data is collected each term and published at national and local authority level
through the DfE's school absence national statistics releases. The underlying school-level absence
data is published alongside the national statistics. We compare our attendance data to the national
average, and share this with governors.

7. Roles and responsibilities
7.1 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 Headmaster to account for the implementation of this policy.

7.2 The Headmaster

The Headmaster 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 Headmaster also supports other staff in monitoring the attendance of individual students and
issues fixed-penalty notices, where necessary.

7.3 The Registration Officer
The Registration Officer:
¢ Monitors attendance data at the school and individual student level
e Reports concerns about attendance to the Headmaster
o Works with education welfare officers to tackle persistent absence
e Arranges calls and meetings with parents to discuss attendance issues

e Advises the Headmaster when to issue fixed-penalty notices

7.4 Class Teachers

Class Teachers are responsible for recording attendance on a daily basis, using electronic
registers/paper registers and submitting this information to the attendance office.

8. Monitoring arrangements

This policy will be reviewed every three years by the Leadership Group

9. Links with other policies

This policy is linked to our child protection and safeguarding policy



Appendix 1: attendance codes

The following codes are taken from the DfE’s guidance on school attendance.

Scenario

Student is present at morning registration

Student is present at afternoon registration

Student arrives late before register has closed

Student is at a supervised off-site educational
activity approved by the school

Student is attending a session at another
setting where they are also registered

Student has an interview with a prospective
employer/educational establishment

Student is participating in a supervised
sporting activity approved by the school

Student is on an educational visit/trip
organised, or approved, by the school

Student is on a work experience placement

Scenario

Authorised absence

Code Definition
/ Present (am)
\ Present (pm)
L Late arrival
B Off-site educational activity
D Dual registered
J Interview
P Sporting activity
Vv Educational trip or visit
w Work experience
Code Definition
C Authorised leave of absence
E Excluded
H Authorised holiday
I lllness

Student has been granted a leave of absence
due to exceptional circumstances

Student has been excluded but no alternative
provision has been made

Student has been allowed to go on holiday
due to exceptional circumstances

School has been notified that a student will be
absent due to illness



Code

Medical/dental appointment

Religious observance

Study leave

Gypsy, Roma and Traveller
absence

Student is at a medical or dental appointment

Student is taking part in a day of religious
observance

Year 11 student is on study leave during their
public examinations

Student from a Traveler community is
travelling, as agreed with the school

Unauthorised absence

Unauthorised holiday

Reason not provided

Unauthorised absence

Arrival after registration

Definition

Not required to be in school

Unable to attend due to
exceptional circumstances

Student not on admission
register

Planned school closure

Student is on a holiday that was not approved
by the school

Student is absent for an unknown reason (this
code should be amended when the reason
emerges, or replaced with code O if no reason
for absence has been provided after a
reasonable amount of time)

School is not satisfied with reason for
student's absence

Student arrived at school after the register
closed

Scenario

Student of non-compulsory school age is not
required to attend

School site is closed, there is disruption to
travel as a result of a local/national
emergency, or student is in custody

Register set up but student has not yet joined
the school

Whole or partial school closure due to half-
term/bank holiday/INSET day



