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Introduction and Aim

Farndon Primary School recognises the importance of good attendance and the impact it has on children’s progress, attainment, enjoyment of learning and relationships within school. Good attendance helps a child to realise their potential and ensure they are motivated, confident and enjoy a diverse range of curricular opportunities and experiences. Our school policy and prospectus promote good attendance, which is recognised and rewarded as an achievement. The school monitors attendance and ensures quick and early intervention if a problem is identified. We recognise that whole school preventative and proactive approaches are key to promoting children wellbeing and attendance.  A child must attend school every day that they are required to do so unless an exceptional circumstance applies. 
[bookmark: _Hlk60750019]Our policy is accessible to leaders, staff, pupils, and parents, and is published on our school website. It will be sent to Parents with any initial information when pupils join the school and reminded of it at the beginning of each school year and when it is updated. As the barriers to attendance evolve quickly, the policy should be reviewed and updated as necessary. In doing so, we will seek the views of pupils and parents. The Attendance & Punctuality Policy is based on the premise of equal opportunities for all.

1. Legislation

Regular and punctual attendance at school is a legal requirement. Regular attendance is essential to enable children to maximise their educational attainment, opportunities and further development.
· Section 7 of the Education Act 1996 states that “The parent of every child of compulsory school age shall cause him/her to receive efficient full-time education either by regular attendance at school or otherwise”.  
· Section 444 (1) of the Education Act 1996 states that “if a child of compulsory school age who is a registered pupil at a school fails to attend regularly at the school his parent is guilty of an offence”.
· Section 576 Education Act 1996 - Meaning of “parent”
For the purposes of Education Law, the definition of a ‘parent’ and who is responsible for ensuring regular attendance to school is:
· all biological parents, whether they are married or not
· any person who, although not a biological parent, has parental responsibility for a child or young person - this could be an adoptive parent, a step-parent, guardian or other relative
· any person who, although not a biological parent and does not have parental responsibility, has care of a child or young person.  This could be one parent, both parents and/or carer/s.

2. Registers

Registers provide the daily record of attendance of all pupils.  They are legal documents and the register may be required in a court of law, for example as evidence in prosecutions for non-attendance in school.

‘Education (Pupil Registration) (England) Regulations 2006’ (section 6)
Schools must take the attendance register at the start of the first session of each school day, morning (a.m.)  and once during the second session, afternoon (p.m.). 

On each occasion they must record whether every pupil is: 
• Present
• Attending an approved educational activity
• Absent 
• Unable to attend due to exceptional circumstances.

The school should follow up any absences to: 
• Ascertain the reason
• Ensure the proper safeguarding action is taken 
• Identify whether the absence is approved or not; and, 
• Identify the correct code to use before entering it on to the school’s electronic register, or management information system as a priority and returned to the school office in a timely manner. This is used to download data to the School Census.
· Consider early identification, assessment, intervention and support processes that may need to be implemented.

The register should be marked using the codes as advised by the Department for Education (DfE) ‘Working together to improve School Attendance Guidance’ (for maintained schools, academies, independent schools and local authorities) https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1073616/Working_together_to_improve_school_attendance.pdf  (See appendix 3.)

3. Procedure 

Children are expected to attend school regularly, unless there is good reason for absence.
There are two types of absence:
· Authorised (where the school approves a pupil absence)
· Unauthorised (where school will not approve the absence)

The school has a duty to safeguard all its pupils. If a child is absent, the parents/carers should inform the school on the first day of absence and each following day of absence, stating the reason. 
Reporting Absences

Responsibility for informing the school of the reason for their child’s absence lies with parents.  Parents should inform the school before 8.45am on the first day of absence whether in person or by telephone (01244 621124). If the phone is not answered, then a message can be left. Please say in the message it is for the attention of Ms Diamond or Mrs Knight, and give your child’s name and their class.  Parents / carers must also inform the school every day of absence thereafter – unless they have already informed on the first day the length of time absent if known. Any unreported absences after the close of register are followed up with a phone call home in order to trace the whereabouts of the child.    

When a child is ill, the school should be informed of the nature of the illness on the first day of absence and where possible the predicted date of return. Telephone messages will be noted down in the absence book which is held in the school office. Teachers are then informed as to the reason the child is absent. 

Registration 

The class register is an important legal document which must be completed twice a day, first thing in the morning and again in the afternoon.

· The school entrance opens from 8:45am and pupils go straight into class. 
· Registration actually starts at 8.55am 
· Registers close at 9.10am
· If a child arrives at school after 8.55am but before the register closes at 9.10am they will be marked as late.  They must first be signed in by an adult at Reception and then an L is inserted into the register.  
· Children arriving after the register closes at 9.10am will be marked as absent for the whole session unless there is a valid reason. It is recorded as a U.  The parent bringing the child to school must sign the late book.

The name and contact details of the senior leader responsible for the strategic approach to attendance in school is Mr Walker.
The school office will make contact with home when a child is absent, and the parent/carer has not notified the school of the absence. If no contact can be achieved or the reason for absence is not accepted the absence will be unauthorised.

4. What can parents/carers do to help and working in partnership with Parents/ Carers

Let the school know straight away why your child is absent. Home/school communication is
extremely important in supporting your child to achieve and feel settled in school. Try to make any dental/GP appointments outside of school time

It is pertinent that school and parents / carers work together with a shared plan and outcomes when supporting a child / young person’s attendance and wellbeing. If despite persistent attempts to work with parents, there continues to be a lack of engagement, then legal procedures may be followed to secure engagement and school attendance 

As a school we recognise that building respectful relationships with families and working in collaboration is essential to ensuring the best outcomes for children / young people. We require all parents to actively support the work of the school, including promoting attendance and engagement. We are committed to ensuring that systems and processes are in place with regards to promoting attendance and would encourage parents to make contact if they have concerns about their child. 

We will provide parents / carers with information about Emotionally Based School Non-attendance to discuss needs and strategies to support their child, as appropriate (see EBSN Parent Leaflet).  

5. Absence Monitoring

School robustly monitor and analyse attendance data to promptly identify and address possible concerns and allow for early interventions to support the child/family’s underlying needs. This will include – 
· Weekly attendance code analysis 
· Specific cohort and group monitoring – particularly for vulnerable groups i.e. children with a social worker 
· Monitoring of lesson attendance across all subjects 
· ‘Welcome back’ meeting for all pupils that have been absent for 5 days – to check wellbeing and ensure there are no ongoing needs that will impact on attendance 
· The school’s strategy for using data to target attendance improvement efforts to the pupils or pupil cohorts who need it most. 
· • The school’s strategy for reducing persistent and severe absence, including how access to wider support services will be provided to remove the barriers to attendance and when support will be formalised in conjunction with the local authority. 

6. Early Identification and Intervention: assess, plan, do and review  

Every pupil has a right to a full-time education and Farndon Primary School sets high attendance expectations for all pupils. Farndon Primary School will consider the individual needs of pupils and their families who have specific barriers to attendance and will consider our obligations under the Equality Act 2010 and the UN Convention on the Rights of the Child.
For any child / child person who is absent from school it is essential to fully understand the reasons for this so that targeted, evidence-based interventions and support can be put into place. All staff have a part to play in promoting attendance. We recognise the importance of ensuring that key members of staff from across the school, including Form Tutors, attendance, pastoral and SEND staff work in collaboration to consider and identify the holistic needs of the child/young person and to overcome barriers to attendance. In accordance with the principles of early intervention, a graduated approach of assess, plan, do and review will be followed utilising a arrange of school-based resources, evidence-based interventions and seeking advice and support from external services at an appropriate stage, when needed. 

Appropriate assessments will be important to help understand the underlying reasons that may be contributing to attendance difficulties. This may be an assessment that focuses on the individual child’s needs such as an SDQ, SEND assessments and wellbeing assessments or may include the holistic needs of the family, such as a TAF assessment. Assessments will include the views of the child/young person as well as parents/carers, and identify strengths (what is working well) and needs (what is working less well). 

Assessments undertaken may identify that a child/young person is experiencing underlying emotional based needs that are contributing to non-attendance. Cheshire West and Chester Council has developed guidance for schools - Emotionally Based School Non-attendance: Good practice guidance for schools (revised November 2021). This is a whole school framework with a graduated approach to support the early identification and intervention of children/young people who may struggle to cope in school/attend school. 

Information from assessments will inform a SMART action plan with focussed targets developed in partnership with families, and other services as appropriate. For example, Early Help and Prevention and Social Care may have a part to play in the delivery of support and intervention to promote engagement and attendance. SMART plans should be personalised to effectively meet a child / young person’s needs and improve attendance and wellbeing outcomes. 

Regular reviews of support and attendance plans are essential to monitor the impact of interventions and to adjust these accordingly. If, despite targeted support and intervention, attendance and wellbeing concerns persist, we may seek further advice and support from external services including mental health services, specialist teaching and education services (insert further services). 

7. Medical Absence

Absence due to sickness should be reported to the school by phone on the first day of absence. The school should be kept informed during longer periods of absence. School will contact parents during the first day if no satisfactory reason for absence has been received.  

Any medical absences in excess of 5 days (10 sessions) per academic year will need to be supported by medical evidence. If no medical evidence is received, then the absence may be recorded as unauthorised.  The school will work with all families on an individual basis if medical absences
exceed the maximum threshold.

If a medical absence is likely to be ongoing or long term, then we will offer support in accordance with the school’s policies and statutory guidance relating to Children with health needs. https://www.gov.uk/government/publications/supporting-pupils-at-school-with-medical-conditions--3.   As a school we need to plan how children can access Education and how and when the child will return to school. In accordance with the Equality Act 2010 the school must also demonstrate that reasonable adjustments are made to meet child’s Educational Needs. 
[bookmark: _Hlk76480755]For children who have a medical condition and cannot attend school, the school will refer to the Cheshire West and Chester Council’s Medical Needs Team.  https://www.cheshirewestandchester.gov.uk/documents/education-and-learning/medical-needs-service/medical-needs-policy-latest.pdf

Their policy states that referrals must come directly from the child’s school and must be supported by medical evidence from one of the following health professionals:
· consultant paediatrician or adolescent psychiatrist
· consultant child psychiatrist
· hospital consultant
Supporting evidence from a General Practitioner alone cannot be accepted. 
8. Lateness and Punctuality 

Gates open from 8:45 and School begins at 8:55 and all pupils are expected to be in school for registration at that time.

· Register taken at 8:55
· Registers close at 9:10

Any child who arrives after the gates are closed must enter the school by the main entrance and report to the school office to sign in. If pupils are not in class when the register is taken, they will be coded as ‘L’. Any late arrivals after 9:10 will be coded as ‘U’ which is an unauthorised absence for that session.

In accordance with the ‘Education (Pupil Registration) (England) Regulations 2006’, if your child arrives after the registers close, they will receive a mark, code U, that shows them to be on site, but this will not count as a present mark and it will mean they have an unauthorised absence. This may mean that you could face the possibility of a Fixed Penalty Notice or other legal action if the problem persists.  

Children who are consistently late for school are disrupting not only their own education, but also that of other children. Where persistent lateness gives cause for concern, you will be invited to a meeting to resolve the issues.  If there is no improvement following this meeting, further action will be taken which may include referral to external agencies. 
You may approach the school at any time for support and advice if you are having difficulty getting your child to school on time or maintaining regular attendance. 

9. Unauthorised Absence and Fixed Penalty Notice

An absence may be coded as ‘unauthorised’ if:
i. no reason for absence has been given
ii. medical evidence is not received when requested
iii. a request for a leave of absence has been unauthorised
iv. a pupil arrives at school after registration has closed at 9:10

Parents/carers should be aware that we may contact the Local Authority if a pupil has 10 or more unauthorised absences in the current term with a view to issuing a Fixed Penalty Notice or other legal action. The Fixed Penalty Notice is issued individually to each parent/carer who fails to ensure their child’s regular attendance at school. The Penalty is £60 per parent/carer per child if paid within 21 days rising to £120 if paid within 28 days. Non-payment of the Fixed Penalty Notice may result in prosecution in the Magistrates court (see appendix 1).

10. Application for Exceptional Circumstances

In September 2013, amendments to the Education (Pupil Registration) (England) Regulations 2006, make it clear that Head Teachers may not grant any Leave of Absence (holiday) during term time unless there are ‘exceptional circumstances’

The Head Teacher and the Governing Body will determine what constitutes an exceptional
circumstance on an individual basis. If parents/carers need to request Exceptional Leave of Absence, they must complete an ‘Exceptional Leave of Absence’ form available from the school office. It should be noted that if any application is declined and absence occurs of a consecutive 5 or more unauthorised days, then school may apply to the Local Authority for a Fixed Penalty Notice to be issued to each parent/carer.

The following will not be deemed to be exceptional circumstances:
· Family holiday
· Availability of less expensive holiday
· Availability of holiday accommodation
· Parent/carer’s working commitments
· Holiday pre-booked by another family member

A child’s absence during term time seriously disrupts their continuity of learning. Not only do they miss the teaching on the days they are away but are less prepared for the lessons building on that teaching when they return to school. There is a consequent risk of under achievement, which we must seek to avoid.
The Governing Body is responsible for ensuring any attendance issues are dealt with in line with school policy.

11. Religious Observance

We recognise that some pupils may need to participate in days of religious observance.
Where a day of religious observance.

· falls during school time and
· has been exclusively set apart for religious observance by the religious body to which the pupil belongs
We ask that parents/carers notify us in writing in advance where absence is required due to a religious observance.

12. Enforced School Closure

If our school was forced to close for a period of time, we have the facility to operate an
online virtual school via google classroom. The expectation is children will still engage with ALL activities when work is set. Procedures for online learning will be sent to parents as and when required.

13. [bookmark: _Toc50626554]Impact
All pupils will achieve well by developing knowledge and skills on their journey through school. Due to robust monitoring of attendance, all pupils, including vulnerable children and children with special educational needs and disabilities (SEND), will have fair and equitable access to school in order to achieve the best possible outcomes. Pupils will leave Farndon Primary School ready for a successful transition to Secondary School. 
The table below sets out the attendance targets and at what stage parents/carers will be contacted about their child’s attendance. 
[image: Diagram
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See appendix 2 for further breakdown of missed sessions. 

[bookmark: _Toc50626561]



Appendix 1
Cheshire West & Chester



                                 

Code of Conduct for Education Fixed Penalty Notice (Unauthorised Leave of Absence & Irregular
Attendance)

1. A Fixed Penalty Notice (FPN) can only be issued in cases of unauthorised absence.
2. A maximum of two FPNs may be issued in an academic year and these FPNs may be issued against each parent/carer of a child. Once two FPNs have been issued, should there be further unauthorised absences, the Local Authority are able to move to prosecution immediately.
3. A FPN may be issued per parent per child.
4. Penalty Notices may be considered appropriate if:
· Unauthorised absences of at least 10 consecutive school sessions (five school days).
· Sessions either side of a weekend or school holiday will be counted as consecutive school days.
· For poorly attending learners, at least 10 sessions (five school days) lost due to unauthorised absence during a school term. These do not need to be consecutive.
· For poorly attending learners, persistent late arrive at school in a term. Persistent means at least 10 sessions of late arrival.
· The presence of an excluded child in a public place in the child’s first five days of exclusion.
6. The school must notify parents of the Attendance Policy and clearly state that parents may receive an FPN for an unauthorised leave of absence relating to holiday in term time.
7. Schools and the Education Welfare Services will take into account any exceptional circumstances when determining whether to issue a FPN.
[bookmark: _Toc50626562]
























Appendix 2
What does ‘percentage attendance’ mean?
Parents/carers should be advised that from September 2015 the Government have categorised those pupils who have attendance of 90% and below as ‘Persistent Absence’ pupils (P.A.). RSA will be specifically targeting this cohort of pupils, in an effort to improve their attendance in the future. The table below shows the learning time lost against percentage attendance figures.
	Attendance during one school year
	Equivalent 
Days 
	Equivalent 
Sessions 
	Equivalent 
Weeks 
	Equivalent Lessons 
Missed 

	95% 
	9 Days 
	18 Sessions 
	1.4 Weeks 
	45 Lessons 

	90% 
	19 Days 
	38 Sessions 
	3.4 Weeks 
	95 Lessons 

	85% 
	29 Days 
	58 Sessions 
	5.4 Weeks 
	145 Lessons 

	80% 
	36 Days 
	72 Sessions 
	7.1 Weeks 
	180 Lessons 

	75% 
	48 Days 
	96 Sessions 
	9.3 Weeks 
	240 Lessons 



[bookmark: _Toc50626563]





















Appendix 3
Absence Codes: 
According to the DfE guidance the following codes are used on the register. 


	Code I
	Illness
	Schools can request medical evidence from parents/carers if they feel the authenticity of an illness is in doubt. 

	Code M
	Medical or dental appointments
	Parents/Carers are encouraged to arrange appointments out of school hours but the school will authorise if confirmation of the appointment is provided.

	Code C
	Other circumstances
	This code will be used for any authorised non-medical reasons for a child’s absence from school, i.e. – family funeral.

	Code D
	Dual Registered
	This code will be used if a pupil is registered at two schools.

	Code J
	Interview 
	This code will be used when it has been agreed that the pupil can miss school to attend an interview or entrance exam

	Code P
	Approved sporting activity 
	This code will be used in times of approved sporting activities in school times, i.e. – training sessions, trials and sporting events.

	Code R
	Religious Observation 
	This code is used to cover major religious festivals during term-time. The school will only authorise one day absence for religious events.

	Code V
	Educational visits and trips

	Code W
	Work Experience

	Code G
	Family holiday not authorised by the school or in excess of agreed period

	Code U
	Arrived late to school after 9.30am

	Code N
	Reason for absence not yet provided

	Code O
	Absent from school without authorisation

	Code X
	Not required to be in school (not compulsory school age)













Guidance for schools – Attendance case working. (School only)

These stages should be followed once a pupil has reached 10 sessions of unauthorised absence and the school is considering the Education Welfare Service’s involvement as current strategies are not improving attendance. 

Stage 1 (within 30 days) 

· Ensure usual attendance policy procedures are being followed 
· Continue normal first day contact etc. 
· Conduct investigative safeguarding home visits.
· Gather information from teaching and support staff regarding the pupil’s strengths and needs – this may include a round robin 
· Meet with pupil to elicit their views about school (eg. what is working well / working less well)  
· Develop a shared action plan in collaboration with parents / carers, pupils and key staff (informed by assessments and to address specific factors underlying non-attendance) 
· Continue to follow assess, plan, do and review cycles focussed on targeted intervention and support – eg. Support and Attendance Plan 
· Make an initial single assessment (simplified TAF assessment) 
· Refer to other agencies as appropriate (e.g iART) 
If parent/carer does not engage with support offered
· Arrange an Attendance Panel Meeting to discuss barriers to attendance, record the voice of the child and complete and ESO checklist 
· Consider an irregular attendance FPN (10-26 sessions unauthorised) 
· Consider a first warning letter for prosecution for more entrenched cases (26+ sessions) 

Stage 2 (within 60 days)

· Continue with usual contact in line with attendance policy 
· Conduct further home visits 
· Discuss case with attendance lead in school 
· Consider Attendance Planning Meeting if there is no improvement following the prosecution first warning letter 
· Issue a final warning letter if no improvement following the Attendance Planning Meeting 
· Consult with Education Welfare Officer to support in preparing witness statement and exhibits of evidence 

Stage 3 (within 90 days) 

· EWO will support in setting up Court File as follows: 
· Statement of evidence S9 
· Exhibits (labelled and numbered) 
· Head teacher certificate 
· Recent registration certificate 


Please note, each section says WITHIN the time scale, so you don’t have to wait until 30 days have passed to take action.

[image: ]	Comment by BROTHERTON, Natalie: Consider including a box around early identification, assessment, support and planning between letter and attendance panel


Emotionally Based School Non-attendance (EBSN)
Emotionally Based School Non-attendance (EBSN) is a term used to describe the needs of CYP who struggle to attend school due to underlying emotional based needs, such as anxiety, unhappiness and despair. These CYP may be reluctant to leave home and can present high levels of distress in response to parents’ attempts to get them to school. This can result in prolonged absences from school. 
EBSN is complex and multifaceted, requiring a holistic approach to assessment and intervention. Good practice guidance emphasises the importance of early identification and intervention to support the needs of CYP who may struggle to attend school, developing a SMART support plan, with timely review processes (CW&C, 2018). 
The EBSN framework is embedded within the school’s Attendance Policy and we use many of the tools and resources to underpin our early identification of need and targeted support and intervention approach. 
Schools can access EBSN training and Guidance (EBSN: Good Practice Guidance for Schools) via: eCWIP for Education - Cheshire West Industry Professionals
































Stage 1 letter 

Our ref: XXXX 
Date 
Name 
Address 

Dear <insert parent/carer name> 

RE: Stage 1 Attendance letter 
<insert pupil name> 
Re: Attendance – XX% 

At <insert school> we have a strong focus on attendance to ensure that all pupils make excellent progress and achieve their very best potential.

Our records show that <insert pupil name> attendance is XX%. (Please see enclosed attendance record). As this is just falling below the national expected minimum of 96% we are therefore writing to offer additional support and to open communication in the hope that we can improve their attendance and ensure that it improves. 

Good attendance is key to ensuring that pupils progress well at school. In addition, your child’s attendance record has to be conveyed in any future reference provided by the school. 
We are hopeful that your child’s attendance will improve and we wish to offer our support and ask that you communicate to us any provision or assistance which you feel may be beneficial or communicate any reasons why you feel that improved attendance may be difficult so that we can work together in supporting your child. 

The aim is for your child’s attendance to improve within the next 4 weeks in order to avoid having to issue a continued attendance concern letter. If you would like to discuss anything in relation to this letter, please do not hesitate to contact me.

Yours sincerely, 


Name
Position









Medical evidence letter

Our ref: XXXX Date 
Name 
Address 
United Kingdom 

Dear <insert parent/carer name> 

Re: Medical Evidence 
<insert pupil name> Re: Attendance – XX% 

<insert school> places great emphasis upon every student achieving their full potential.  It is important therefore that every student attends the school regularly and participates in the schooling that is offered if they are to make good progress and benefit from the opportunities that school offers. 

It is expected that parents/carers support their child by complying with the law which imposes a duty on parents/carers to ensure that their son/daughters are properly educated.  

I am aware that there have been reasons provided for these absences however to enable us to authorise any future absences due to illness medical evidence will be required.

This can be in the form of:
· Copy of prescription relating to the illness
· A dated note from the GP’s receptionist confirming your visit to the GP
· A medical appointment card
· Evidence of medical prescribed by the GP

May I remind you that after 10 sessions (5 days) of unauthorised absence you may receive a fixed penalty notice warning.

If there is anything that you feel the school should be aware of, or that I can help you with, I would be grateful if you could telephone me at school to discuss this further.

Yours sincerely, 


Name
Position 








Stage 2 letter 

Our ref: XXXX Date 
Name 
Address 
United Kingdom 

Dear <insert parent/carer name> 

Re: Invitation to Stage 2 Attendance Action Plan meeting 
<insert pupil name> Re: Attendance – XX% 

At <insert school> we have a strong focus on attendance to ensure that all pupils make excellent progress and achieve their very best potential.

Our records show that <insert pupil name> attendance is XX%. (Please see enclosed attendance record). As this is now below the national expected minimum of 96% and a previous letter has been issued to offer support, we are therefore now writing to offer further provision and to strengthen communication by inviting you to come into school on <day, date and time> when we will discuss the matter and form an Action Plan. 

If you would like us to attend the family home or meet at another location please advise us at your earliest convenience. 

I look forward to seeing you at this meeting. If this is inconvenient, please contact me as soon as possible to rearrange a more suitable time. 

Yours sincerely, 


Name
Position 












[bookmark: _Toc50626394][bookmark: _Toc50626565]Stage 3 letter (a)

Our ref: XXXX 
Date 
Name 
Address 
United Kingdom 

Dear <insert parent/carer name> 

Re: Invitation to Stage 3 Attendance planning meeting after no response 
<insert pupil name> Re: Attendance – XX% 

I am writing to you regarding the previous letter I sent out requesting a meeting regarding <insert pupil name> attendance record. Unfortunately, I have had no response. 

Our records show that <insert pupil name> attendance is XX%. (Please see enclosed attendance record). This is below the national expected minimum of 96% and is therefore a cause for concern. 

You are invited to attend a meeting to be held at <insert place> on <day, date and time>. 

The purpose of the meeting is to discuss a way forward in improving your <insert pupil name> attendance. A representative of the Local Authority may be present at this meeting to ensure that we can form a robust action plan and make rapid progress due to the fact that the previous meeting has not been attended. 

You are urged to attend this meeting as failure to do so may result in a fixed penalty notice being issued against you. 

Yours sincerely, 



Name
Position


Stage 3 letter (b)

Our ref: XXXX 
Date 
Name 
Address 
United Kingdom 

Dear <insert parent/carer name> 

Re: Invitation to Stage 3 Attendance planning meeting after no improvement 
<insert pupil name> Re: Attendance – XX% 

I am writing to you regarding the previous meeting regarding <insert pupil name> attendance record. Unfortunately, their attendance has not improved and there is now a more serious concern about their welfare and educational needs being met. 

Our records show that <insert pupil name> attendance is XX%. (Please see enclosed attendance record). This is now well below the 96% expected minimum and is therefore a major cause for concern. 

You are invited to attend a meeting to be held at <place> on <day, date and time>. 
The purpose of the meeting is to discuss a way forward in improving your <insert pupil name> attendance. 

A representative of the Local Authority may be present at this meeting to ensure that we can form a robust action plan and make rapid progress due to the fact that your child’s attendance is not improving. 

You are urged to attend this meeting as failure to do so may result in a fixed penalty notice being issued against you. 

Yours sincerely, 



Name
Position

Letter after Stage 3 – Attendance Action Plan 

Our ref: XXXX 
Date 
Name 
Address 
United Kingdom 

Dear <insert parent/carer name> 
<insert pupil name> Re: Attendance – XX% 

I am writing to you regarding the recent meeting which we had concerning <insert pupil name> 
attendance at the <insert school>. 

I have enclosed a copy of the Action Plan for your information and attention. 

May I take this opportunity to inform you that: under Section 444 of the Education Act 1996, you have a legal responsibility to ensure that <insert pupil name> attends the <insert school> regularly. Failure to do so may lead in legal action being taken against you by the Local Authority resulting in prosecution. 

Thank you for attending the recent meeting; it is only by all working together that we can achieve the best possible educational and social outcomes for our pupils. 


Yours sincerely, 


Name
Position


















Letter after failure to attend Stage 3 meeting 
Our ref: XXXX 
Date 
Name 
Address 
United Kingdom 

Dear <insert parent/carer name> 
<insert pupil name> Re: Attendance – XX% 

As you failed to attend a meeting on <day, date and time>, you are now invited to attend a meeting to be held at the <insert school> on <day, date and time>. 
The purpose of the meeting is to discuss a way forward in improving your child’s attendance. A representative of the Local Authority will be present at this meeting. 
You are urged to attend this meeting as failure to do so may result in a fixed penalty notice being issued against you. I enclose a copy of your child’s registration certificate. 

Yours sincerely, 

Name
Position


















Stage 4 letter: still no improvement after Stage 3 meeting and plan (first warning letter)

Our ref: XXXX 
Date 
Name 
Address 
United Kingdom 

Dear <insert parent/carer name> 
<insert pupil name> Re: Attendance – XX% 

I am writing to express my concern regarding <insert pupil name> continued irregular attendance.  According to the class register, between <date> and <date> <insert pupil name> has been marked absent for XX sessions, of which XX were authorised and XX were unauthorised. <insert pupil name> has completed XX full weeks in school out of a possible XX weeks.  A copy of the percentage attendance register is enclosed. 
The <insert school> has made efforts to engage with you in attempting to improve this situation but despite this there has been no improvement in <insert pupil name> attendance.

Such attendance is not acceptable and I must remind you that S.444, Education Act 1996 requires you to make sure that your child comes to school, on time, every time the school is open.  I am writing this letter to give you an opportunity to make sure that from now on and in future, your child attends school regularly.  
Failure to do so may result in the Local Authority taking one of the following actions:
a)  Initiating legal proceedings in the Magistrates Court under S.444(1) Education Act 1996.  If convicted under this section, you may be fined up to £1,000.
b)  Initiating legal proceedings in the Magistrates Court under S.444(1A) Education Act 1996.  If convicted of this offence you may be fined up to £2,500 or be sent to prison for up to 3 months or both.
I now look forward to your co-operation in ensuring an immediate and sustained improvement in your child’s school attendance. 
If you wish to discuss this matter, please contact me at your earliest convenience. 

Yours sincerely, 


Name
Position






Final warning letter

Our ref: XXXX 
Date 
Name 
Address 
United Kingdom 

Dear <insert parent/carer name> 
<insert pupil name> Re: Attendance – XX% 

On <insert date>, we wrote to you concerning <insert pupil name> irregular attendance at <insert school>. 

Unfortunately, I now have to contact you again as <insert pupil name> has continued to be absent from school during the last XX weeks.

Obviously, such a record is not acceptable, and I now have to warn you that unless there is an immediate improvement in <insert pupil name> school attendance, the Local Authority will have no option but to instigate one of the following options:

a)	Initiating legal proceedings in the Magistrates Court under S.444(1) Education Act 1996.  If convicted under this section, you may be fined up to £1000.

b)	Initiating legal proceedings in the Magistrates Court under S.444(1A) Education Act 1996.  If convicted of this offence you may be fined up to £2,500 or be sent to prison for up to 3 months or both.

Please contact me to discuss.

Yours sincerely, 


Name
Position
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Introduction

The Education Welfare Service makes sure the Council meets its statutory duties around school attendance, however it no longer does casework. The EWS works closely with schools though guidance to enable them to manage their attendance and provide opportunities for all pupils to attend and learn. Schools make their own arrangements to investigate attendance issues.

[bookmark: _Toc67061372][bookmark: _Toc67061483][bookmark: _Toc67397539]Our Structure

The Education Welfare Service delivers on the Statutory Duties of the Local Authority (LA):



· Identification of Children Missing Education (CME) - (see current CME Guidance and Procedures) 

· Improving attendance via investigation/enforcement process 

· School Attendance Orders

· Contribute to the Code of Conduct for Fixed Penalty Notices

· Assessment of Fixed Penalty Notice Warning requests

· Assessment and Guidance for Education Act 1996 (section 444) Parental Prosecution 

· Child Performance/Employment Regulation (Child Licensing)

· Right to inspect Attendance Registers



Each District has an allocated EWO to offer guidance and advice on attendance issues and the statutory duties of the LA.  



The team is:

Team Manager			Morag Bragger 07920 295257

EWO - Chester/Rural		Louise Mills  07710 858754

EWO - Ellesmere Port/Neston	David Williams 07768 728238

EWO - Winsford & Northwich	Claire Billington  07584 206379

EWO/FPN (ULOA) Queries	Jax Corbett 0751 8293728

Child Licensing Officers		Gareth Lewis 07917 245769 

Steph Hatton 07887832893 



EWS Telephone: 01606 275759

Email: educationwelfare@cheshirewestandchester.gov.uk
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We all know good attendance, when registered at school, is essential for pupils’ learning and attainment and opens up more opportunities for their future.  Facts that you will know, but are pertinent to share with pupils, parents and carers are:

· A child who is absent a day of school per week misses an equivalent of two years of their school life 

· 90% of young people with absence rates below 85% fail to achieve five or more good grades of GCSE and around one third achieve no GCSEs at all 

· Poor examination results limit young people’s options and poor attendance suggests to colleges and employers that these students are unreliable 

· Poor school attendance is also closely associated with crime, a quarter of school age offenders have truanted repeatedly 

· At least 1 million children take at least one half day off a year without permission 

· 7.5 million school days are missed each year through unauthorised absence.

 

Absence at any stage leads to gaps in pupils’ learning. This in turn can:



· Mean that they fall behind in work 

· Affect their motivation 

· Affect their enjoyment of learning 

· Lead to poor behaviour 

· Affect their desire to attend school regularly 

· Affect their confidence in school 

· Mean they miss out on the social life of school and extra-curricular opportunities and experiences 

· Affect their ability to have or keep friendships. 



Grade descriptors for Behaviour and Attitude (July 2022):

Good and Outstanding schools will:

Demonstrate improvement in the behaviour and attendance of pupils who have particular needs

Have pupils who have high attendance with context of the pandemic . They come to school on time and are punctual to lessons. When this is not the case, the school takes appropriate, swift and effective action

Securing good attendance and tackling persistent absence - GOV.UK (www.gov.uk)

School inspection handbook - GOV.UK (www.gov.uk)

17 days absence per year could mean a drop in a GCSE grade in all subjects
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Education Act 1996 section 444 

Children Act 1989 ESO (paragraph 18(1), Schedule 3, Children Act 1989

Anti-social Behaviour Act 2003  



School Attendance Prosecutions

If a parent fails to get their child to regularly attend school, the School and the Local Authority (LA) should make reasonable efforts to resolve the problem before resorting to legal action. If, however, it becomes apparent that all other avenues have been explored, the information below gives information regarding the legal landscape the offences fall within.

The offences

LAs have the power to prosecute parents who:

 

· Fail to ensure their child’s regular attendance at school (section 444, Education Act (EA) 1996)

· Knowingly allow their child to be absent from school without authorisation (section 444(1A), EA 1996)

· Persistently fail to comply with directions given under an Education Supervision Order (ESO) ((paragraph 18(1), Schedule 3, Children Act 1989)

Only the LA can prosecute parents for the offences found in section 444 of the Education Act 1996 (section 446, EA 1996) and they must fund all associated costs. 



Failure to ensure a child’s regular attendance at school (sec 444(1))

Parents are guilty of an offence for failing to ensure that their child regularly attends school (section 444(1) and (ZA), EA 1996). 

With regards to the section 444(1) offence, the LA will need to prove to the criminal standard that the child is a registered pupil at a relevant school and that he is of compulsory school age and has failed to regularly attend school without authorisation. The only evidence that the LA will need to provide the court with, is the certificate of attendance and why an Education Supervision Order (ESO) is not appropriate.



Knowingly allowing a child to be absent from school without authorisation (sec 444(1A))

It is regarded as a more serious offence when a parent knowingly allows a child to be absent from school without authorisation (section 444(1A), EA 1996).  In such circumstances, the LA will need to show that the child failed to regularly attend school without authorisation, and that the parents knew and failed, without reasonable justification, to ensure that their child regularly attended school. 

 

The EA 1996 does not define “reasonable justification” but case law tells us that it is to be approached as a perfectly understandable English expression and that it was unnecessary for every single avenue to be explored to ensure that a child received “schooling”, as that was immaterial to attendance at school. ‘Reasonable justification” seems to be a question of fact relating to the child’s attendance at school and is, therefore, to be looked at in that context.

Regular attendance

The essential element in both the offences under sections 444(1) and 444(1A) of Education Act 1996 is whether the child has regularly attended school. While the term “regular attendance” has been in use since the Education Act 1944, there is no statutory definition of it. 

 

The Supreme Court in the ‘Isle of Wight Case’ interpreted the word “regularly” in section 444(1) of the Education Act 1996, after having considered Parliament’s intention and the history of the requirement for parents to ensure their child’s attendance at school. The justices determined that “regularly” means at all times required by the rules prescribed by the school. “Full-time” education means all of the time when education is being offered to the child

 

Each school should have its own policy about what level of attendance it considers to be ‘regular attendance’ and when a Fixed Penalty Notice will be issued and when it will consider a prosecution. The acceptable attendance level may be different for each school. 




Attendance Policy and Attendance Audit 

Schools should have a clear school attendance policy which all leaders, staff, pupils, and parents understand and creates an effective whole school culture of high attendance underpinned by clear expectations, procedures, and responsibilities. To ensure all leaders, staff, pupils, and parents understand these expectations, the policy should detail as a minimum: 



· The attendance and punctuality expectations of pupils and parents, including start and close of the day, register closing times and the processes for requesting leaves of absence and informing the school of the reason for an unexpected absence. 

· The name and contact details of the senior leader responsible for the strategic approach to attendance in school. 

· Information and contact details of the school staff who pupils and parents should contact about attendance on a day to day basis (such as a form tutor, attendance officer etc) and for more detailed support on attendance (such as a head of year, pastoral lead or family liaison officer etc). 

· The school’s day to day processes for managing attendance, for example first day calling and processes to follow up on unexplained absence. 

· How the school is promoting and incentivising good attendance. 

· The school’s strategy for using data to target attendance improvement efforts to the pupils or pupil cohorts who need it most. 

· The school’s strategy for reducing persistent and severe absence, including how access to wider support services will be provided to remove the barriers to attendance and when support will be formalised in conjunction with the local authority. 

· The point at which Fixed Penalty Notices for absence and other sanctions will be sought if support is not appropriate (e.g. for an unauthorised holiday in term time), not successful, or not engaged with. 

Whilst every pupil has a right to a full-time education and high attendance expectations should be set for all pupils, the attendance policy should account for the specific needs of certain pupils and pupil cohorts. The policy should be applied fairly and consistently but in doing so schools should always consider the individual needs of pupils and their families who have specific barriers to attendance. In development and implementation of their policy, schools should consider their obligations under the Equality Act 2010 and the UN Convention on the Rights of the Child. 

The policy should be easily accessible to leaders, staff, pupils, and parents, including being published on the school’s website. Parents should be sent it with any initial information when pupils join the school and reminded of it at the beginning of each school year and when it is updated. 

As the barriers to attendance evolve quickly, the policy should be reviewed and updated as necessary. In doing so, schools should seek the views of pupils and parents. 









Appendix 1 Attendance Policy Document and Attendance Audit







Attendance Audit 

This Audit tool has been created to help schools to get a full picture of where all the staff in school are up to with their knowledge of school attendance. The new guidance ‘Working together to Improve School Attendance’ tells us that ‘Attendance is everyone Business’. This Audit tool may be useful to use when schools start on a new attendance journey. Many schools have had a high turn over of attendance staff and this tool could be useful for identify training needs. 

The tool is in sections for all members of school staff to complete.  It could spark some good discussions amongst staff in schools and be a starting point to create new attendance practice or build on existing good practice when implementing the new guidance.  



Appendix 1 Attendance Policy Document and Attendance Audit
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(in this guidance all day to day carers will be referred to as a parent)



School Expectations of Good Attendance 

To maintain the profile of ‘good school attendance’ there should be:

· a clear and coherent school attendance policy 

· a named senior manager as a designated Attendance Lead

· a definition of parental responsibility for attendance, an outline of the law, the start and finish of the school day and the attendance procedure in the school prospectus, website, newsletter etc



First Day Contact - All schools should have a system of first day contact to ensure that a parent who has not notified school of their child’s absence, are contacted to ascertain the reason for absence.  This is usually a text system or telephone call.  All attempts to contact a parent in cases of poor attendance should be recorded and kept as evidence for any possible future legal action.  



Attendance Letter - A letter should be sent home notifying the parent of the child’s absences.

 

Meeting - If absences continue and a parent still fails to contact school, provide a reason for absence, or the reasons for absences are questionable, a letter should be sent to invite the parent into school for a meeting.  The letter must include a specified date and time to meet with a named member of staff. The letter must include the parent’s full name, the child’s name and date of birth. Please ensure that the parent names and contact details are up to date and in line with the General Data Protection Regulation 2018 (GDPR 2018) 



It is at this point that all contact with the parent should be regarded as possible evidence for any future legal proceedings.
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It is good practice to hold regular Attendance Panels in school as it provides opportunities for constructive communication between school and a parent.  The use of Attendance Panels also concentrates resources as several families can been seen in one period of time.  



A letter, including the parent’s full name, the child’s name and date of birth, should be sent to parent inviting them to attend the panel.  The child may also be invited depending upon age and aptitude.  Panels may vary from settings to settings and can be made up of any relevant members of staff who are working with the pupil, but the panel should be chaired by the head teacher or a member of the senior leadership team.  A governor may also be invited.  



Prior to the panel, ‘wishes and feelings’ should be completed with the pupil.  There are many tools available in ‘Voice of the Child ‘guidance to support staff. 

voice of the child



Attendance Panels provide the opportunity to consider:



· Sending a Medical evidence letter 

· Using a Parenting contract (see section 9)

· Initiating a TAF if there are multiple issues (see section  8) 



Schools are now asked to consider an Education Supervision Order (ESO), (section 11) As the Litigation and Corporate team state (section 4), you must consider whether an ESO is appropriate or not.  You can do this at an Attendance Panel by using the Welfare Checklist list. 

WELFARE CHECK LIST:

.         There are a number of principles, which the Children Act 1989 requires the Court to consider before making an Order.

(a) Ascertainable wishes of the child

(b) Physical, Emotional and Educational Needs

(c) The likely effect on > of any changes in his/her circumstances

(d) Any harm which > has suffered or is at risk of suffering

(e) How capable are his/her parents of meeting his/her needs

(f)  Age, sex, background and any characteristics of him/her which the Court consider relevant

(g) The range of powers available to the Court under the Act in proceedings in question: Sec 36 Education Supervision Order for one year; Schedule 3 Paragraph 16 Statutory directions; Sec 37 Direction that Social Services investigate the circumstances of the child; No order.



Appendix 2 Attendance Panel Documents 
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Appendix 3 Medical Evidence Letter 









Appendix 4 Education Supervision Order Welfare Checklist 
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The Team Around the Family (TAF) is Cheshire West and Chester’s (CWAC) approach to conducting an assessment of a family's additional needs (including the needs of the children) and deciding how those needs should be met. It is used by practitioners across children's services in CWAC. The TAF promotes more effective, earlier identification of additional needs. It provides a simple process for assessment of a family's needs and strengths, taking account of the role of parents, carers and environmental factors on children's development. 

Practitioners will then be better placed to agree, with the child and family, about what support is appropriate. The TAF also helps to improve integrated working by co-ordinating services and ensuring better information sharing. You can evidence the offer of a TAF with the TAF consent form and Privacy Notice.    



  Links to 

  TAF guidance 

  Multi-agency toolkit

  CW&C Safeguarding Children Partnership



Our Way of Working 

Our Way of Working is funded through the Department for Education and is being   driven forward by the Children’s Trust.  The vision of the programme is to support all multi-agency partners including Schools to become trauma informed in how they work with children and their families. In working in this way we are developing a culture change in practice to consider how we see all behaviour as a communication of need supporting a proactive way to understand and respond to root causes. In working in this way it will enable Schools and our partners to start to consider  how to support and improve school attendance through taking a trauma informed approach. 

It is important to demonstrate how trauma informed practice is embedded in the school’s attendance procedures and how the impact of trauma is considered as part of multi-agency decision making in attendance plans. School staff should be given the opportunity to attend the ‘Our Way of Working’ training. Multi-agency group supervision and/or learning conversations can be considered a part of individual attendance plans.   Schools can refer to the Trauma Informed Continuum for schools at:  https://westcheshirechildrenstrust.co.uk/our-way-of-working/resources/



There are many resources available to Schools on the website that can support you in starting to understand and develop a trauma informed way of working  with children and  families to support improved school attendance. This includes a School resource tab as well as the COVID-19 Recovery Model and Guide. Training and development programmes and workshops  are also available:

Our Way of Working
COVID recovery model

Emotionally Based School Non-attendance (EBSN)

There are different reasons why children and young people (CYP) might struggle to cope in school and not attend. Emotionally Based School Non-attendance (EBSN) is a term used to describe the needs of CYP who struggle to attend school due to underlying emotional based needs, such as anxiety, unhappiness and despair. These CYP may be reluctant to leave home and can present high levels of distress in response to parents’ attempts to get them to school. This can result in prolonged absences from school. 

EBSN is complex and multifaceted, requiring a holistic approach to assessment and intervention. Good practice guidance emphasises the importance of early identification and intervention to support the needs of CYP who may struggle to attend school, developing a SMART support plan, with timely review processes (CW&C, 2018). 

Schools can access EBSN training and Guidance (EBSN: Good Practice Guidance for Schools) via: eCWIP for Education - Cheshire West Industry Professionals

Young Carers - Crossroad Together
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Parenting Contracts 

The relevant legislation relating to Parenting Contracts is Section 19, Anti-Social Behaviour Act 2003 (ASB 2003)



Purpose of parenting contracts and when they may be appropriate 

A parenting contract is a formal written agreement between a parent and either the school  or local authority to address irregular attendance at school or alternative provision. A contract is not legally binding but allows a more formal route to secure engagement with support where a voluntary early help plan has not worked or is not deemed appropriate. A parenting contract is not a punitive tool it is intended to provide support and offer an alternative to prosecution. Parents cannot be compelled to enter a contract, and they cannot be agreed in a parent’s absence. 



There is no obligation on the school or local authority to offer a contract, and it may not be appropriate in every instance, but a contract should always be explored before moving forward to an education supervision order or prosecution. One parenting contract may be arranged with all parents, or in circumstances where it is desirable to have different requirements for each parent then separate parenting contracts for each parent should be arranged. 



The aim from the outset should be for the parent(s), and the pupil where they are old enough, the school and the local authority to work in partnership. Where a school decides to use a parenting contract, a meeting should be arranged with the parent(s). It should include the pupil if they are old enough to understand. The meeting should explain the purpose of a parenting contract and why using one would be beneficial in the family’s circumstances. The parent(s) should be asked to outline their views on the pupil’s attendance at school, any underlying issues and how they believe these should be addressed. The meeting should also allow them to share their views on the idea of a parenting contract and what type of support they think would be helpful to secure the pupil’s regular attendance. 



Where a parent fails to attend the meeting without good reason or notification, further attempts should be made to contact them and arrange another meeting but all attempts at support should be recorded. 

Contents of a parenting contract 

Parenting contracts do not have a minimum or maximum duration. Each individual contract should set out the duration it will be in place.  

All parenting contracts should contain: 

· Details of the requirements the parent(s) is expected to comply with. 

· A statement from the school agreeing to provide support to the parent(s) to meet the requirements and setting out details of the support. 

· A statement by the parent that they agree to comply with the requirements for the period of time specified by the contract. 

The requirements specified, and the support provided, will depend on the individual case, and should be tailored to the needs of the individual parent and family. There is not, therefore, a prescribed list, but requirements may include: 

· Measures to ensure the pupil attends school or alternative provision punctually and regularly 

· Requiring the parent to attend meetings with the school and/or local authority 

· Accessing or partaking in the support or programmes offered 

· Working with or accessing other separate support provided to the pupil at school level (e.g. being on report) 

 

The support provided to help the parent satisfy those requirements may include: 

· Provision of a lead practitioner to support the family 

· Signposting or referrals to wider local authority or health services that might support the family (e.g. housing needs, drug and alcohol support) 

· Signposting or referrals to voluntary and community sector programmes or support (e.g. foodbanks or community support groups) 

· Formal interventions such as family group conferencing, peer mentoring or literacy classes 

· Support and advisory services (e.g. benefit support) 

· Formal parenting programmes (e.g. a course with a specified number of sessions) 

Once the requirements and support elements of the contract have been agreed, the school and the parent should write up the contract together and sign it. The contract should be written in language that the parent can easily understand (including a translation where necessary). All parties, including other partners working with the family, should be given a copy. 



Non-compliance with a parenting contract 

The school should work with the parent to gain their cooperation and compliance throughout the parenting contract process. 

Where a parent does not comply with the requirements set out in the contract, the lead practitioner should contact the parent and seek an explanation and decide whether it is reasonable, and the contract remains useful. If the explanation shows that the contract is proving difficult to comply with through no fault of the parent, then a meeting should be arranged with the parent to review and amend it. Where no explanation is given, or the lead practitioner is not satisfied with the explanation, they should serve the parent with a warning to explain that the contract is not working and may be terminated, and another course of action pursued, if the parent does not engage. This may be in the form of a letter, and record of it should be kept. 

If there are further instances of non-compliance, they should arrange a meeting with the parent to review the contract and discuss how it can be made to work. Following this meeting, the school should decide whether the non-compliance is undermining the contract to the extent that it is no longer useful in which case an alternative course of action (such as a different legal intervention) would need to be decided upon. The decision and reasons should be recorded. 

Failure by the parent or school to keep to the terms of the parenting contract cannot lead to action for breach of contract or for civil damages. There is no criminal sanction for a parent’s failure to comply with, or refusal to sign, a parenting contract. If the pupil’s irregular attendance continues or escalates to the point where prosecution is deemed appropriate, however, any failure or refusal may be presented as evidence in the case. It is therefore important that any non-compliance with the contract is recorded so that it can be presented in court if necessary. 



Appendix 5 Sample Parenting Contract 
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Irregular Attendance 

Fixed Penalty Notices are used as an early intervention to tackle low level irregular attendance. They are not to be viewed as a punitive measure or to tackle entrenched long term attendance problems. In cases of persistent absence and where there is historic absence a prosecution should be considered. 

The EWS will consider issuing a FPN warning letter if the unauthorised absence is greater than 10 sessions and less than 26 sessions in a term and there is evidence of the following:  



· First Day contact

· Letter to parent advising of irregular attendance

· Letter of invite to attend a meeting in school

· Letter of invite to an Attendance Panel

· Minutes of an Attendance Panel, if parent attended

· ESO consideration on the FPN Checklist form



FPN warning letters should be requested in a timely manner as historic absences will not meet legal deadlines. Requests made for warning letters relating to absences in the previous term will only be accepted in the first fortnight of the current term due to legal timeframes. 

When a FPN warning letter is issued by the EWS, the school will be sent a copy of the letter and notification of the 15 day monitoring period, including the first day of the monitoring period and the last day of the monitoring period.  

At the end of the monitoring period, it is the responsibility of the school to send a registration certificate to the EWS. The registration certificate must be received within 10 days of the end of the period to ensure that legal timescales are met. 



· No unauthorised absence in the monitoring period, no further action and the action is closed.  

· Unauthorised absences in the monitoring period, the EWS will request that a penalty notice is issued.  On receiving the penalty notice, a parent has up to 21 days to pay £60 per child per parent.  After 21 days and up to 28 days, the penalty notice increases to £120. 

· Penalty notice is paid; there is no further action for EWS and school continues to monitor attendance.

· Penalty notice is unpaid; the EWS will complete a FPN section 9 witness statement.  The school must complete a headteacher’s certificate stating the dates of the absences and the monitoring period.



Appendix 6 Irregular FPN warning letter request form (Checklist)
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Appendix 7 Head Teacher’s certificate





Unauthorised Leave of Absence 

Circumstances where a Fixed Penalty Notice may be issued for an ULOA

A Fixed Penalty Notice can only be issued in cases of unauthorised absence.  A Penalty Notice may be considered appropriate for Unauthorised leave of absences of at least 10 consecutive school sessions (five school days). For example those sessions either side of a weekend or school holiday will be counted as consecutive.

The Local Authority will only issue Fixed Penalty Notices requested by a school in response to a holiday related unauthorised absence where the school has provided the necessary paperwork which is uploaded on the LINK FOR WEB FORM at https://my.cheshirewestandchester.gov.uk/service/school_fixed_penalty_notice

This paperwork should include:

· A copy of newsletter or letter sent to all parents during the current Academic year which clearly states that parents may receive a Fixed Penalty Notice for an unauthorised leave of absence relating to a holiday in term time. (The  LA do not need a hard copy of this newsletter/letter each time a school applies for an unauthorised leave of absence Fixed Penalty Notice, just on the first occasion each academic year.)

· If received by the school, a copy of the request for the leave of absence submitted by parent, and a copy of the response sent to the parent by school.  In the event the request is being denied the school’s response should state the reason why it is unauthorised and should again advise parent that they may receive a Fixed Penalty Notice if they take their child out of school.

· A copy of letter sent by school to the parent advising that the school has referred the matter to the Local Authority and that a Fixed Penalty Notice will be issued.

· Signed certificate from the Head Teacher - or their nominated deputy –confirming that non-attendance during the period was unauthorised.

· Relevant pupil Attendance or Registration Certificate.





For the purposes of the legislation, ‘authorised persons’ are the designated officers within Cheshire West and Chester Borough Council’s Education Welfare Service.  They are the only individuals permitted to issue Fixed Penalty Notices in the Cheshire West and Chester area.  Fixed Penalty Notices will only be issued by post.

Where a Fixed Penalty Notice is requested from a school in response to a holiday

related unauthorised leave of absence, the Local Authority will respond to all requests

within 1 month from the date of receipt.  Where satisfied that all of the relevant criteria

are met a Fixed Penalty Notice will be issued.

Procedure for the Withdrawal of Fixed Penalty Notices

1. 

1. 

Once issued, a Fixed Penalty Notice can only be withdrawn if the Education 

Welfare Service is satisfied that:

· the Fixed Penalty Notice was issued to the wrong person;

· the use of the Fixed Penalty Notice did not conform to this Code of Conduct;

· the Fixed Penalty Notice was delivered to the wrong address; 

· the evidence demonstrates that the Fixed Penalty Notice should not have been issued, e.g. medical evidence

Requests for withdrawal must be made in writing via email from the Head Teacher to the EWS.

Right of appeal

There is no right of appeal to an FPN, but where a parent/carer believes they have a statutory defence to the offence under s.444(1) Education Act 1996 they can opt not to pay the FPN and face proceedings in the Magistrates’ Court under this section so they can provide evidence to the Court. 

Payment of Fixed Penalty Notices

Arrangements for payment will be detailed on the Penalty Notice.  This includes telephone payments and online payments.  Payment of a Fixed Penalty Notice discharges the parent’s liability for the period in question and they cannot subsequently be prosecuted under other enforcement powers for the period covered by the Fixed Penalty Notice.

If the Fixed Penalty Notice is paid:

· within 21 days the penalty payable is £60; or

· within 28 days the penalty payable is £120.



Payments will not be accepted from parents after the 28 days.  Penalty Notices cannot be paid either in part or by instalments.



Cheshire West and Chester Borough Council will retain any revenue from the Fixed 

Penalty Notices, hold it separately and usually use it to cover enforcement costs, 

i.e. costs associated with the issue, collection or prosecution, in the event of non-

payment, of Fixed Penalty Notices.

Non-Payment of Fixed Penalty Notices

Non-payment of a Fixed Penalty Notice may result in prosecution for the period covered by the Fixed Penalty Notice and may include any continuing irregular attendance under Section 444 of the Education Act 1996.

FPN queries/payment telephone number is 01244 976175 or email address at fpnqueries@cheshirewestandchester.gov.uk

Useful Links:

Taking children on holiday during term time | Cheshire West and Chester Council

School absence fines | Cheshire West and Chester Council
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[bookmark: _Toc67061379][bookmark: _Toc67061490][bookmark: _Toc67397546]Education Supervision Orders (ESO)



Purpose of ESOs and when they may be appropriate 

Where a voluntary early help plan, or formal parenting contract has not been successful, an Education Supervision Order (ESO) can be a useful alternative to provide formal legal intervention without criminal prosecution. The Children's Act 1989 allows the LA to apply for an Education Supervision Order on any child of compulsory school age, whom it is felt, is not being properly educated 



In deciding whether to progress to an ESO, the school and local authority should have exhausted voluntary support and be clear that making the order would be beneficial for the pupil and parent. Where safeguarding concerns exist, the lead practitioner should also discuss with the school’s designated safeguarding lead and children’s social care services and agree an ESO would be a more suitable option than a s.17 (Children in Need) or s.47 (Child Protection) plan. In all cases, local authorities must fully consider using an ESO before moving forward to prosecution. 



ESOs are made through the Family or High Court. They give the local authority a formal role in advising, helping and directing the pupil and parent(s) to ensure the pupil receives an efficient, full-time, suitable education. For the duration of the ESO, the parent’s duties to secure the child’s education and regular attendance are superseded by a duty to comply with any directions given by the local authority under the ESO. 

The order initially lasts for one year, but extensions can be secured within the last 3 months for a period of up to 3 years at a time. 



Contents of an ESO

If it is decided to progress with an ESO, the local authority should notify parents in writing of the intention to consider an ESO and set up a meeting to discuss with the parent (including the pupil if they are old enough to understand). Following the conversation, the local authority should make its decision and inform the parent and pupil of whether the case will be taken forward to court or not. Where the decision is to proceed, this can be combined with the service of an application notice. 

Once an ESO is secured, an officer of the local authority should be chosen to act as the supervisor of the order on the authority’s behalf; this does not need to be an attendance officer, rather it should be whichever lead practitioner is working with the family (including their social worker where appropriate). Schools should, however, work in partnership with the local authority and whilst the designated supervisor (the local authority) retains overall responsibility, schools can and should provide support and supervision where appropriate. 

The supervisor must determine any directions (requirements the parent must adhere to) to give whilst the order is in force. There is not a prescribed list, but they may include: 

· Requiring the parent(s) to attend support meetings 

· Requiring the parent(s) to attend a parenting programme or counselling 

· Requiring the parent(s) to access support services 

· Requiring an assessment by an educational psychologist 

Review meetings involving all parties (including the school) should be held every 3 months throughout the period the ESO is in force. At these meetings any actions and directions should be discussed and added or amended. 

Cheshire West and Chester Practice 

· The Local Authority will assign a Education Welfare Officer to be a District Supervising Officer who will review the progress of the ESO half termly.

· The school will appoint a member of staff who has a good relationship with the family as a School Supervisor. 

· The School Supervisor has a duty to advise, assist and support the child on whom the order has been made, and to offer support to his/her parents.

· The School Supervisor will work in partnership with the child and his/her family to ensure that he/she receives an appropriate education.

· The wishes and feelings of the child must be taken into account whenever practicable.

· Attend school regularly.

· Allow the School Supervisor to visit him/her at the place where he/she is living.

· Meet with the School Supervisor on a regular basis.

· Discuss with the School Supervisor any problems which arise which could prevent him/her attending school.

· Keep to any reasonable instruction which the School Supervisor may give.

Non-compliance with an ESO 

Where parents persistently fail to comply with the directions given under the ESO, they may be guilty of an offence. Local authorities can prosecute in the Magistrates Court for persistent non-compliance with the Order and parents (upon conviction) will be liable to a fine of up to £1,000. 

The lead officer should also raise persistent failure to comply with children’s social care services and work together to investigate the circumstances of the pupil and decide whether it is appropriate for any further action to be taken (including statutory social care involvement) to secure their welfare. 



[bookmark: gen]Throughout the period of the ESO, parents retain parental responsibility for their child, and must continue to ensure that their child attend school regularly. They must also meet with the School Supervisor on a regular basis, and allow the School Supervisor reasonable contact with the child. They must co-operate with any strategies proposed by the School Supervisor.

If the Order is successful, and no extension is applied for, it will lapse after the 12 month period.

Appendix 4 Education Supervision Order (ESO) Documents
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First Warning Letter

For more severe and entrenched poor attendance, cases should now be considered for a Section 444 (EA 1996) prosecution.    



If there is continuing irregular attendance and unauthorised absence and there is evidence that a parent is failing to ensure their child’s regular attendance at school a First Warning Letter is issued.  

The letter specifies the sessions that the child has attended and the sessions he/she has been absent.  The letter also states section 444, Education Act 1996) and (section 444(1A), Education Act 1996) to inform parent of their responsibility. This is evidence, in any possible future legal action, that the parent had been informed of the absence. 



Appendix 8 First Warning Letter





Attendance Planning Meeting (APM) 

If there is continuing irregular attendance and unauthorised absence,  an APM should be considered after the First Warning Letter has been issued.  This is a good tool to use to further investigate continued poor attendance and to warn a parent of possible legal proceedings. 

This is a formal meeting and can be used as part of the legal process. A parent should be invited to attend an APM by letter. The meeting should be attended by the parent and child, relevant members of staff involved with the child, other agencies working with the child and should be chaired by a member of the senior leadership team.

It is a last chance to find solutions to improve attendance and is an opportunity to consider whether a parent meets any of the 4 statutory defences. (Education Act 1996 sec 444(3)(4))

‘The child shall not be taken to have failed to attend regularly at the school by reason of his absence from the school —

a) with leave,

(b) at any time when he was prevented from attending by reason of sickness or any unavoidable cause

(c) on any day exclusively set apart for religious observance by the religious body to which his parent belongs.

(4)The child shall not be taken to have failed to attend regularly at the school if the parent proves —

(a) that the school at which the child is a registered pupil is not within walking distance of the child’s home, and

(b)that no suitable arrangements have been made by the local education authority F2. . . for any of the following—

(i)his transport to and from the school,

(ii)boarding accommodation for him at or near the school, or

(iii)enabling him to become a registered pupil at a school nearer to his home.

(5)In subsection (4) “walking distance”—

(a)in relation to a child who is under the age of eight, means 3.218688 kilometres (two miles), and

(b)in relation to a child who has attained the age of eight, means 4.828032 kilometres (three miles),  in each case measured by the nearest available route’



Appendix 9 Attendance Planning Meeting (APM) Documents 







[bookmark: _MON_1730104193][bookmark: _MON_1730104224]    

Final Warning Letter 

If the child continues to be absent from school, after the First Warning Letter has been sent and an APM has been offered, the Final Warning Letter should now be sent.  



This informs the parent that the school is referring the matter to the LA to instigate Legal Proceedings. The school can now start collating it’s evidence to write the Section 9 Witness Statement.



Appendix 10 Final Warning 



[bookmark: _MON_1730104255] 
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Section 9 Witness Statement 

A witness statement is a formal introduction of evidence in criminal proceedings.  It provides a narrative of your involvement in a case/investigation and forms key elements of the LA’s prosecution case against a defendant.  It should provide facts and details of causal connection between commission of the offence and the defendant’s role in its commission to concisely, clearly and accurately assist the Court. 

Essentially it a chronology of a caseworker’s involvement in a case. Below are suggested paragraphs that should be included  to logically give an account of how the case has been handled: 

----------------------------------------------------------------------------------------------------------------Your Personal Details:

Name of person writing statement – job title – place of work – length of time in employment

Details of Pupil and Parent/Defendant:

Name of pupil – date of birth – year group – parent (who is defendant) – home address.

Attendance Issues:

Initial attendance concerns – figures

Case Work:

Steps taken when attendance was noticed to be in decline – did the issue continue? How was it managed? how did the family engage? What was the response of the parent, if any? 

Consideration of ESO

Why has an ESO not been considerd appropriate?

Consideration of prosecution

How was the the decision to prosecute reached?

FPN Consideration

Has a FPN been requested which has been unpaid, please detail why you decided to issue an FPN in this case. 

If a parent is being prosecuted and has not had an FPN, this paragraph does not been included.

--------------------------------------------------------------------------------------------------------------

This information can now be put on the sec 9 Witness Statement.  The statement and the evidence below should now be sent to the EWS.  



· Headteacher’s Certificate

· Registration Certificate

· Copy of warning letters sent to parents

· Copy of Medical Certificate (if relevant)

· Copy of Letters from parent, if relevant

· ESO consideration (Sec 444) form



Appendix 11 Section 9 Witness Statement, Prosecution Chronology
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Notification of Prosecution 

Once the EWS has received the legal paper work it will quality assure and check



· that an offence has been committed

· that the prosecution is fair and equitable

· it is in the public interest and good use of public monies



This is to ensure that prosecutions are safe and effective and aim to result in the outcome of improving school attendance.



The EWS will then write to the parent to notify them that legal proceedings are being instigated.   School will receive a copy of this notification.








Escalation Process to Legal InterventionFactors that may lead to prosecution:



•	Absence is unauthorised 

•	Where all voluntary support options are unsuccessful or not appropriate

•	Where there is a reasonable expectation that prosecution will secure improved school attendance



Insufficient Case Work

Education Welfare Service
to contact school



Email copy of file to the Education Welfare Service:

educationwelfare@cheshirewestandchester.gov.uk



Compile Legal File

Complete the Section 9 Witness Statement

•	First Day Contact / Comments sheet

•	Letters to parent advising of Irregular Attendance

•	Letters of invite to attend a meeting in school

•	Letters of invite to Attendance Panels

•	Minutes of Attendance Panels if attended

•	ESO consideration (Welfare Checklist)

Any medical evidence letters or letters from health

•	First Warning Letter

•	Letter of invite to Attendance Planning Meeting

•	Minutes of Attendance Planning Meeting if attended

•	Final Warning Letter

•	Head Teachers Certificate and Registration Certificate

  

Sufficient Case Work

Education Welfare Service will collate the legal pack and send to Litigation and Corporate Services

The Education Welfare Service will check and determine whether or not sufficient pre-prosecution work has been carried out to justify prosecution of the parents,
or an application for an Education Supervision Order





[bookmark: _Toc67061383][bookmark: _Toc67061494][bookmark: _Toc67397550]IuC (Interview under Caution) - (PACE) (Police and Criminal Evidence Act)



Knowingly allowing a child to be absent from school without authorisation (sec 444(1A))



It is regarded as a more serious offence when a parent knowingly allows a child to be absent from school without authorisation (section 444(1A), EA 1996).  In such circumstances, a LA will need to show that the child failed to regularly attend school without authorisation, and that the parent knew and failed, without reasonable justification, to ensure that their child regularly attended school.  



A PACE interview is a means whereby evidence is gathered to show the extent of the parent’s knowledge of the non-attendance of their child and whether they have a reasonable justification.  An explaination is given to the parent as to why they are being interviewed.  They are allowed to gain access to a legal representative, interpreters and appropriate adults (e.g. where the parent has mental health problems) as appropriate.  



Before asking any questions relating to the potential prosecution, the interviewer should explain to the parent the basis on which the interview is being conducted i.e. that the LA is considering prosecuting the parent under s 444 (1A) Education Act 1996.  The interviewer should explain what the offence is and check that the parent understands what has been said.  A caution is given to the parent as follows:

You do not have to say anything, but it may harm your defence if you do not mention when questioned something which you later rely on in court.  Anything you do say may be given in evidence.

The interviewer should satisfy himself/ herself that the parent understands the effect of the caution.  If there is any break in the interview, the parent must be reminded that they are still under caution.  This would also apply if for example the caution is included in a letter inviting the parent to the meeting.

An interview should not be carried out if:

the parent is mentally vulnerable and there is no appropriate adult available

the parent is under the influence of alcohol or drugs

the parent is suffering from illness, ailment or other condition which may impair their ability to understand and answer the questions put to them in interview. 

An accurate record must be made of each interview stating the place and the start and end time of the record. If possible the interview should be tape recorded or through written notes.

The tape should be sealed with the date written on of the interview and parents should receive a written letter stating that the tape will be used as evidence in court. 

The Interview process

1. The interviewer summarises the case and sets out the facts that will be used as evidence (warning letters).

2. The parent and solicitor may serve a defensive statement setting out the nature of defensive and any matters on which they take issue.

3. The parent is asked about the letters that were sent out regarding their child’s attendance and any meetings which were arranged in which parent’s did not attend.

4. The parent may give a further defence before the case is summarised.



Appendix 12 PACE Chronology
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Appendix 1 Attendance Policy Document and Attendance Audit
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Appendix 2 Attendance Panel Documents 
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Appendix 3 Medical Evidence Letter 







Appendix 4 ESO Welfare Check list 
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Appendix 5 Sample Parenting Contract 





Appendix 6 Irregular FPN warning letter request form (Checklist)
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Appendix 7 Head Teacher’s certificate







Appendix 8 First Warning Letter







Appendix 9 Attendance Planning Meeting (APM) Documents 
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Appendix 10 Final Warning 



 



Appendix 11 Section 9 Witness Statement
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Appendix 12 PACE Chronology
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Blank Witness SEC9 STATEMENT-PROSECUTION.doc

CRIMINAL JUSTICE ACT 1969 – Section 9



MAGISTRATES’ COURT ACT 1980 – Section 102



MAGISTRATES’ COURT RULES 1981 – Rule 70



STATEMENT OF:



Reference:






STATEMENT OF WITNESS



C.J. Act 1967, s.9; M.C. Act 1980, ss5A(3)(a), 5B,  (M.C. Rules 1981, r.70)


STATEMENT OF:



AGE:



Over 21 years



OCCUPATION:



OFFICE ADDRESS:         



This Statement, consisting of (no.) pages, each signed by me, is true to the best of my knowledge and belief and I make it knowing that, if it is tendered in evidence, I shall be liable to prosecution if I have stated anything which I know to be false or do not believe to be true.



Signed_______________________   Dated the    day of       201


I am >

and I am employed by >
l as an >
 with responsibility for the pupils at >
I have held this position since >. One of my responsibilities is to monitor whether parents are ensuring the regular attendance at school of registered pupils of compulsory school age as required by ss.7 and 8 of the Education Act 1996.



During the period of information, in connection with these duties I have been involved in the case of >
and their/his/her child >, DOB >, aged >, who is a registered pupil at school. The family reside at > 


During this period, from >
to >,
attended school on > occasions out of a possible >
 occasions of which >
absences were authorised and >
were unauthorised. The certificate of attendance produced under section 566, Education Act 1996 is attached hereto.



An Education Supervision Order was considered in this case, however the level of parental engagement is insufficient in this case in supporting the child to attend school, therefore it was decided that it was inappropriate at this time.  (ESO consideration)



The child is not in receipt of an Education Health Care Plan or undergoing assessment for the same. 



I have measured the distance by the shortest route from the home 
to the school and found it to be …..  miles.



Signature ________________________ Witnessed _________________


Page 1 of 5



PAGE  


Page 2 of 4


Signature ________________________ Witnessed _________________







Prosecution Chronology Form (blank).doc

PROSECUTION CHRONOLOGY



Name of Pupil:      
Date of Birth 



School:  



EHCP:   


			DATE
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PACE CHRONOLOGY



Name of Pupil:      
Date of Birth 



School:  



EHCP:   


			DATE


			EXHIBIT NO.
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CWAC Attendance  Policy Template with EBSN.docx




CWAC Attendance Policy Template with EBSN.docx

Cheshire West and Chester Council


Attendance & Punctuality Policy including EBSN 2022/23
Template





Introduction and Aim





[bookmark: _Hlk104476833]<insert school> recognises the importance of good attendance and the impact it has on children’s progress, attainment, enjoyment of learning and relationships within school. Good attendance helps a child to realise their potential and ensure they are motivated, confident and enjoy a diverse range of curricular opportunities and experiences. Our school policy and prospectus promote good attendance, which is recognised and rewarded as an achievement. The school monitors attendance and ensures quick and early intervention if a problem is identified. We recognise that whole school preventative and proactive approaches are key to promoting children wellbeing and attendance.  A child must attend school every day that they are required to do so unless an exceptional circumstance applies. 


[bookmark: _Hlk60750019]Our policy is accessible to leaders, staff, pupils, and parents, and is published on our school website. It will be sent to Parents with any initial information when pupils join the school and reminded of it at the beginning of each school year and when it is updated. As the barriers to attendance evolve quickly, the policy should be reviewed and updated as necessary. In doing so, we will seek the views of pupils and parents. The Attendance & Punctuality Policy is based on the premise of equal opportunities for all.





1. Legislation





Regular and punctual attendance at school is a legal requirement. Regular attendance is essential to enable children to maximise their educational attainment, opportunities and further development.


· Section 7 of the Education Act 1996 states that “The parent of every child of compulsory school age shall cause him/her to receive efficient full-time education either by regular attendance at school or otherwise”.  


· Section 444 (1) of the Education Act 1996 states that “if a child of compulsory school age who is a registered pupil at a school fails to attend regularly at the school his parent is guilty of an offence”.


· Section 576 Education Act 1996 - Meaning of “parent”


For the purposes of Education Law, the definition of a ‘parent’ and who is responsible for ensuring regular attendance to school is:


· all biological parents, whether they are married or not


· any person who, although not a biological parent, has parental responsibility for a child or young person - this could be an adoptive parent, a step-parent, guardian or other relative


· any person who, although not a biological parent and does not have parental responsibility, has care of a child or young person.  This could be one parent, both parents and/or carer/s.





2. Registers





Registers provide the daily record of attendance of all pupils.  They are legal documents and the register may be required in a court of law, for example as evidence in prosecutions for non-attendance in school.





‘Education (Pupil Registration) (England) Regulations 2006’ (section 6)


Schools must take the attendance register at the start of the first session of each school day, morning (a.m.)  and once during the second session, afternoon (p.m.). 





On each occasion they must record whether every pupil is: 


• Present


• Attending an approved educational activity


• Absent 


• Unable to attend due to exceptional circumstances.





The school should follow up any absences to: 


• Ascertain the reason


• Ensure the proper safeguarding action is taken 


• Identify whether the absence is approved or not; and, 


• Identify the correct code to use before entering it on to the school’s electronic register, or management information system as a priority and returned to the school office in a timely manner. This is used to download data to the School Census.


· Consider early identification, assessment, intervention and support processes that may need to be implemented.





The register should be marked using the codes as advised by the Department for Education (DfE) ‘Working together to improve School Attendance Guidance’ (for maintained schools, academies, independent schools and local authorities) https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1073616/Working_together_to_improve_school_attendance.pdf  (See appendix 3.)





3. Procedure 





Children are expected to attend school regularly, unless there is good reason for absence.


There are two types of absence:


· Authorised (where the school approves a pupil absence)


· Unauthorised (where school will not approve the absence)





The school has a duty to safeguard all its pupils. If a child is absent, the parents/carers should inform the school on the first day of absence and each following day of absence, stating the reason. 


<insert Information and contact details of the school staff who pupils and parents should contact about attendance on a day to day basis (such as a form tutor, attendance officer etc>


< insert Information and contact details of the school staff who are responsible for more detailed support on attendance (such as a head of year, pastoral lead or family liaison officer etc>


The name and contact details of the senior leader responsible for the strategic approach to attendance in school is <insert name>


The school office will make contact with home when a child is absent, and the parent/carer has not notified the school of the absence. If no contact can be achieved or the reason for absence is not accepted the absence will be unauthorised.





4. What can parents/carers do to help and working in partnership with Parents/ Carers





Let the school know straight away why your child is absent. Home/school communication is


extremely important in supporting your child to achieve and feel settled in school. Try to make any dental/GP appointments outside of school time











It is pertinent that school and parents / carers work together with a shared plan and outcomes when supporting a child / young person’s attendance and wellbeing. If despite persistent attempts to work with parents, there continues to be a lack of engagement, then legal procedures may be followed to secure engagement and school attendance 





As a school we recognise that building respectful relationships with families and working in collaboration is essential to ensuring the best outcomes for children / young people. We require all parents to actively support the work of the school, including promoting attendance and engagement. We are committed to ensuring that systems and processes are in place with regards to promoting attendance and would encourage parents to make contact if they have concerns about their child. 





We will provide parents / carers with information about Emotionally Based School Non-attendance to discuss needs and strategies to support their child, as appropriate (see EBSN Parent Leaflet).  





5. Absence Monitoring





School robustly monitor and analyse attendance data to promptly identify and address possible concerns and allow for early interventions to support the child/family’s underlying needs. This will include – 


· Weekly attendance code analysis 


· Specific cohort and group monitoring – particularly for vulnerable groups i.e. children with a social worker 


· Monitoring of lesson attendance across all subjects 


· ‘Welcome back’ meeting for all pupils that have been absent for 5 days – to check wellbeing and ensure there are no ongoing needs that will impact on attendance 


· The school’s strategy for using data to target attendance improvement efforts to the pupils or pupil cohorts who need it most. 


· • The school’s strategy for reducing persistent and severe absence, including how access to wider support services will be provided to remove the barriers to attendance and when support will be formalised in conjunction with the local authority. 





6. Early Identification and Intervention: assess, plan, do and review  





Every pupil has a right to a full-time education and <insert school> sets high attendance expectations for all pupils.  <insert school> will consider the individual needs of pupils and their families who have specific barriers to attendance and will consider our obligations under the Equality Act 2010 and the UN Convention on the Rights of the Child.


For any child / child person who is absent from school it is essential to fully understand the reasons for this so that targeted, evidence-based interventions and support can be put into place. All staff have a part to play in promoting attendance. We recognise the importance of ensuring that key members of staff from across the school, including Form Tutors, attendance, pastoral and SEND staff work in collaboration to consider and identify the holistic needs of the child/young person and to overcome barriers to attendance. In accordance with the principles of early intervention, a graduated approach of assess, plan, do and review will be followed utilising a arrange of school-based resources, evidence-based interventions and seeking advice and support from external services at an appropriate stage, when needed. 





Appropriate assessments will be important to help understand the underlying reasons that may be contributing to attendance difficulties. This may be an assessment that focuses on the individual child’s needs such as an SDQ, SEND assessments and wellbeing assessments or may include the holistic needs of the family, such as a TAF assessment. Assessments will include the views of the child/young person as well as parents/carers, and identify strengths (what is working well) and needs (what is working less well). 





Assessments undertaken may identify that a child/young person is experiencing underlying emotional based needs that are contributing to non-attendance. Cheshire West and Chester Council has developed guidance for schools - Emotionally Based School Non-attendance: Good practice guidance for schools (revised November 2021). This is a whole school framework with a graduated approach to support the early identification and intervention of children/young people who may struggle to cope in school/attend school. 





Information from assessments will inform a SMART action plan with focussed targets developed in partnership with families, and other services as appropriate. For example, Early Help and Prevention and Social Care may have a part to play in the delivery of support and intervention to promote engagement and attendance. SMART plans should be personalised to effectively meet a child / young person’s needs and improve attendance and wellbeing outcomes. 





Regular reviews of support and attendance plans are essential to monitor the impact of interventions and to adjust these accordingly. If, despite targeted support and intervention, attendance and wellbeing concerns persist, we may seek further advice and support from external services including mental health services, specialist teaching and education services (insert further services). 





7. Medical Absence





Absence due to sickness should be reported to the school by phone or using the <insert app> on the first day of absence. The school should be kept informed during longer periods of absence. School will contact parents during the first day if no satisfactory reason for absence has been received.  





Any medical absences in excess of 5 days (10 sessions) per academic year will need to be supported by medical evidence. If no medical evidence is received, then the absence may be recorded as unauthorised.  The school will work with all families on an individual basis if medical absences


exceed the maximum threshold.





If a medical absence is likely to be ongoing or long term, then we will offer support in accordance with the school’s policies and statutory guidance relating to Children with health needs. https://www.gov.uk/government/publications/supporting-pupils-at-school-with-medical-conditions--3.   As a school we need to plan how children can access Education and how and when the child will return to school. In accordance with the Equality Act 2010 the school must also demonstrate that reasonable adjustments are made to meet child’s Educational Needs. 


[bookmark: _Hlk76480755]For children who have a medical condition and cannot attend school, the school will refer to the Cheshire West and Chester Council’s Medical Needs Team.  https://www.cheshirewestandchester.gov.uk/documents/education-and-learning/medical-needs-service/medical-needs-policy-latest.pdf





Their policy states that referrals must come directly from the child’s school and must be supported by medical evidence from one of the following health professionals:


· consultant paediatrician or adolescent psychiatrist


· consultant child psychiatrist


· hospital consultant


Supporting evidence from a General Practitioner alone cannot be accepted. 


8. Lateness and Punctuality 





School begins <insert time>, and all pupils are expected to be in school for registration at that time.





· Register taken at <insert time>


· Registers close <insert time>





Any child who arrives after the gates are closed must enter the school by the main entrance and report to the school office to sign in. If pupils are not in class when the register is taken, they will be coded as ‘L’. Any late arrivals after <insert time> will be coded as ‘U’ which is an unauthorised absence for that session.





In accordance with the ‘Education (Pupil Registration) (England) Regulations 2006’, if your child arrives after the registers close, they will receive a mark, code U, that shows them to be on site, but this will not count as a present mark and it will mean they have an unauthorised absence. This may mean that you could face the possibility of a Fixed Penalty Notice or other legal action if the problem persists.  





Children who are consistently late for school are disrupting not only their own education, but also that of other children. Where persistent lateness gives cause for concern, you will be invited to a meeting to resolve the issues.  If there is no improvement following this meeting, further action will be taken which may include referral to external agencies. 


You may approach the school at any time for support and advice if you are having difficulty getting your child to school on time or maintaining regular attendance. 





9. Unauthorised Absence and Fixed Penalty Notice





An absence may be coded as ‘unauthorised’ if:


i. no reason for absence has been given


ii. medical evidence is not received when requested


iii. a request for a leave of absence has been unauthorised


iv. a pupil arrives at school after registration has closed at <insert time>.





Parents/carers should be aware that <insert school> may contact the Local Authority if a pupil has 10 or more unauthorised absences in the current term with a view to issuing a Fixed Penalty Notice or other legal action. The Fixed Penalty Notice is issued individually to each parent/carer who fails to ensure their child’s regular attendance at school. The Penalty is £60 per parent/carer per child if paid within 21 days rising to £120 if paid within 28 days. Non-payment of the Fixed Penalty Notice may result in prosecution in the Magistrates court (see appendix 1).





10. Application for Exceptional Circumstances





In September 2013, amendments to the Education (Pupil Registration) (England) Regulations 2006, make it clear that Head Teachers may not grant any Leave of Absence (holiday) during term time unless there are ‘exceptional circumstances’





The Head Teacher and the Governing Body will determine what constitutes an exceptional


circumstance on an individual basis. If parents/carers need to request Exceptional Leave of Absence, they must complete an ‘Exceptional Leave of Absence’ form available from the school office. It should be noted that if any application is declined and absence occurs of a consecutive 5 or more unauthorised days, then school may apply to the Local Authority for a Fixed Penalty Notice to be issued to each parent/carer.





The following will not be deemed to be exceptional circumstances:


· Family holiday


· Availability of less expensive holiday


· Availability of holiday accommodation


· Parent/carer’s working commitments


· Holiday pre-booked by another family member





A child’s absence during term time seriously disrupts their continuity of learning. Not only do they miss the teaching on the days they are away but are less prepared for the lessons building on that teaching when they return to school. There is a consequent risk of under achievement, which we must seek to avoid.


The Governing Body is responsible for ensuring any attendance issues are dealt with in line with school policy.





11. Religious Observance





We recognise that some pupils may need to participate in days of religious observance.


Where a day of religious observance.





· falls during school time and


· has been exclusively set apart for religious observance by the religious body to which the pupil belongs


We ask that parents/carers notify <insert school> in writing in advance where absence is required due to a religious observance.





12. Enforced School Closure





If <insert school> was forced to close for a period of time, we have the facility to operate an


online virtual school. The expectation is children will still engage with ALL activities when work is set. Procedures for online learning will be sent to parents as and when required.





13. [bookmark: _Toc50626554]Impact


All pupils will achieve well by developing knowledge and skills on their journey through school. Due to robust monitoring of attendance, all pupils, including vulnerable children and children with special educational needs and disabilities (SEND), will have fair and equitable access to school in order to achieve the best possible outcomes. Pupils will leave <insert school> ready for a successful transition to secondary education/further education or employment.


























The table below sets out the attendance targets and at what stage parents/carers will be contacted about their child’s attendance. 
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See appendix 2 for further breakdown of missed sessions. 
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Appendix 1


Cheshire West & Chester


Code of Conduct for Education Fixed Penalty Notice (Unauthorised Leave of Absence & Irregular


Attendance)





1. A Fixed Penalty Notice (FPN) can only be issued in cases of unauthorised absence.


2. A maximum of two FPNs may be issued in an academic year and these FPNs may be issued against each parent/carer of a child. Once two FPNs have been issued, should there be further unauthorised absences, the Local Authority are able to move to prosecution immediately.


3. A FPN may be issued per parent per child.


4. Penalty Notices may be considered appropriate if:


· Unauthorised absences of at least 10 consecutive school sessions (five school days).


· Sessions either side of a weekend or school holiday will be counted as consecutive school days.


· For poorly attending learners, at least 10 sessions (five school days) lost due to unauthorised absence during a school term. These do not need to be consecutive.


· For poorly attending learners, persistent late arrive at school in a term. Persistent means at least 10 sessions of late arrival.


· The presence of an excluded child in a public place in the child’s first five days of exclusion.


6. The school must notify parents of the Attendance Policy and clearly state that parents may receive an FPN for an unauthorised leave of absence relating to holiday in term time.


7. Schools and the Education Welfare Services will take into account any exceptional circumstances when determining whether to issue a FPN.
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Appendix 2


What does ‘percentage attendance’ mean?


Parents/carers should be advised that from September 2015 the Government have categorised those pupils who have attendance of 90% and below as ‘Persistent Absence’ pupils (P.A.). RSA will be specifically targeting this cohort of pupils, in an effort to improve their attendance in the future. The table below shows the learning time lost against percentage attendance figures.


			Attendance during one school year


			Equivalent 


Days 


			Equivalent 


Sessions 


			Equivalent 


Weeks 


			Equivalent Lessons 


Missed 





			95% 


			9 Days 


			18 Sessions 


			1.4 Weeks 


			45 Lessons 





			90% 


			19 Days 


			38 Sessions 


			3.4 Weeks 


			95 Lessons 





			85% 


			29 Days 


			58 Sessions 


			5.4 Weeks 


			145 Lessons 





			80% 


			36 Days 


			72 Sessions 


			7.1 Weeks 


			180 Lessons 





			75% 


			48 Days 


			96 Sessions 


			9.3 Weeks 


			240 Lessons 











[bookmark: _Toc50626563]






























































Appendix 3


Absence Codes: 


According to the DfE guidance the following codes are used on the register. 








			Code I


			Illness


			Schools can request medical evidence from parents/carers if they feel the authenticity of an illness is in doubt. 





			Code M


			Medical or dental appointments


			Parents/Carers are encouraged to arrange appointments out of school hours but the school will authorise if confirmation of the appointment is provided.





			Code C


			Other circumstances


			This code will be used for any authorised non-medical reasons for a child’s absence from school, i.e. – family funeral.





			Code D


			Dual Registered


			This code will be used if a pupil is registered at two schools.





			Code J


			Interview 


			This code will be used when it has been agreed that the pupil can miss school to attend an interview or entrance exam





			Code P


			Approved sporting activity 


			This code will be used in times of approved sporting activities in school times, i.e. – training sessions, trials and sporting events.





			Code R


			Religious Observation 


			This code is used to cover major religious festivals during term-time. The school will only authorise one day absence for religious events.





			Code V


			Educational visits and trips





			Code W


			Work Experience





			Code G


			Family holiday not authorised by the school or in excess of agreed period





			Code U


			Arrived late to school after 9.30am





			Code N


			Reason for absence not yet provided





			Code O


			Absent from school without authorisation





			Code X


			Not required to be in school (not compulsory school age)









































Guidance for schools – Attendance case working. (School only)





These stages should be followed once a pupil has reached 10 sessions of unauthorised absence and the school is considering the Education Welfare Service’s involvement as current strategies are not improving attendance. 





Stage 1 (within 30 days) 





· Ensure usual attendance policy procedures are being followed 


· Continue normal first day contact etc. 


· Conduct investigative safeguarding home visits.


· Gather information from teaching and support staff regarding the pupil’s strengths and needs – this may include a round robin 


· Meet with pupil to elicit their views about school (eg. what is working well / working less well)  


· Develop a shared action plan in collaboration with parents / carers, pupils and key staff (informed by assessments and to address specific factors underlying non-attendance) 


· Continue to follow assess, plan, do and review cycles focussed on targeted intervention and support – eg. Support and Attendance Plan 


· Make an initial single assessment (simplified TAF assessment) 


· Refer to other agencies as appropriate (e.g iART) 


If parent/carer does not engage with support offered


· Arrange an Attendance Panel Meeting to discuss barriers to attendance, record the voice of the child and complete and ESO checklist 


· Consider an irregular attendance FPN (10-26 sessions unauthorised) 


· Consider a first warning letter for prosecution for more entrenched cases (26+ sessions) 





Stage 2 (within 60 days)





· Continue with usual contact in line with attendance policy 


· Conduct further home visits 


· Discuss case with attendance lead in school 


· Consider Attendance Planning Meeting if there is no improvement following the prosecution first warning letter 


· Issue a final warning letter if no improvement following the Attendance Planning Meeting 


· Consult with Education Welfare Officer to support in preparing witness statement and exhibits of evidence 





Stage 3 (within 90 days) 





· EWO will support in setting up Court File as follows: 


· Statement of evidence S9 


· Exhibits (labelled and numbered) 


· Head teacher certificate 


· Recent registration certificate 








Please note, each section says WITHIN the time scale, so you don’t have to wait until 30 days have passed to take action.





[image: ]	Comment by BROTHERTON, Natalie: Consider including a box around early identification, assessment, support and planning between letter and attendance panel








Emotionally Based School Non-attendance (EBSN)


Emotionally Based School Non-attendance (EBSN) is a term used to describe the needs of CYP who struggle to attend school due to underlying emotional based needs, such as anxiety, unhappiness and despair. These CYP may be reluctant to leave home and can present high levels of distress in response to parents’ attempts to get them to school. This can result in prolonged absences from school. 


EBSN is complex and multifaceted, requiring a holistic approach to assessment and intervention. Good practice guidance emphasises the importance of early identification and intervention to support the needs of CYP who may struggle to attend school, developing a SMART support plan, with timely review processes (CW&C, 2018). 


The EBSN framework is embedded within the school’s Attendance Policy and we use many of the tools and resources to underpin our early identification of need and targeted support and intervention approach. 


Schools can access EBSN training and Guidance (EBSN: Good Practice Guidance for Schools) via: eCWIP for Education - Cheshire West Industry Professionals








































































































Stage 1 letter 





Our ref: XXXX 


Date 


Name 


Address 





Dear <insert parent/carer name> 





RE: Stage 1 Attendance letter 


<insert pupil name> 


Re: Attendance – XX% 





At <insert school> we have a strong focus on attendance to ensure that all pupils make excellent progress and achieve their very best potential.





Our records show that <insert pupil name> attendance is XX%. (Please see enclosed attendance record). As this is just falling below the national expected minimum of 96% we are therefore writing to offer additional support and to open communication in the hope that we can improve their attendance and ensure that it improves. 





Good attendance is key to ensuring that pupils progress well at school. In addition, your child’s attendance record has to be conveyed in any future reference provided by the school. 


We are hopeful that your child’s attendance will improve and we wish to offer our support and ask that you communicate to us any provision or assistance which you feel may be beneficial or communicate any reasons why you feel that improved attendance may be difficult so that we can work together in supporting your child. 





The aim is for your child’s attendance to improve within the next 4 weeks in order to avoid having to issue a continued attendance concern letter. If you would like to discuss anything in relation to this letter, please do not hesitate to contact me.





Yours sincerely, 








Name


Position





























Medical evidence letter





Our ref: XXXX Date 


Name 


Address 


United Kingdom 





Dear <insert parent/carer name> 





Re: Medical Evidence 


<insert pupil name> Re: Attendance – XX% 





<insert school> places great emphasis upon every student achieving their full potential.  It is important therefore that every student attends the school regularly and participates in the schooling that is offered if they are to make good progress and benefit from the opportunities that school offers. 





It is expected that parents/carers support their child by complying with the law which imposes a duty on parents/carers to ensure that their son/daughters are properly educated.  





I am aware that there have been reasons provided for these absences however to enable us to authorise any future absences due to illness medical evidence will be required.





This can be in the form of:


· Copy of prescription relating to the illness


· A dated note from the GP’s receptionist confirming your visit to the GP


· A medical appointment card


· Evidence of medical prescribed by the GP





May I remind you that after 10 sessions (5 days) of unauthorised absence you may receive a fixed penalty notice warning.





If there is anything that you feel the school should be aware of, or that I can help you with, I would be grateful if you could telephone me at school to discuss this further.





Yours sincerely, 








Name


Position 


























Stage 2 letter 





Our ref: XXXX Date 


Name 


Address 


United Kingdom 





Dear <insert parent/carer name> 





Re: Invitation to Stage 2 Attendance Action Plan meeting 


<insert pupil name> Re: Attendance – XX% 





At <insert school> we have a strong focus on attendance to ensure that all pupils make excellent progress and achieve their very best potential.





Our records show that <insert pupil name> attendance is XX%. (Please see enclosed attendance record). As this is now below the national expected minimum of 96% and a previous letter has been issued to offer support, we are therefore now writing to offer further provision and to strengthen communication by inviting you to come into school on <day, date and time> when we will discuss the matter and form an Action Plan. 





If you would like us to attend the family home or meet at another location please advise us at your earliest convenience. 





I look forward to seeing you at this meeting. If this is inconvenient, please contact me as soon as possible to rearrange a more suitable time. 





Yours sincerely, 








Name


Position 






































[bookmark: _Toc50626394][bookmark: _Toc50626565]Stage 3 letter (a)





Our ref: XXXX 


Date 


Name 


Address 


United Kingdom 





Dear <insert parent/carer name> 





Re: Invitation to Stage 3 Attendance planning meeting after no response 


<insert pupil name> Re: Attendance – XX% 





I am writing to you regarding the previous letter I sent out requesting a meeting regarding <insert pupil name> attendance record. Unfortunately, I have had no response. 





Our records show that <insert pupil name> attendance is XX%. (Please see enclosed attendance record). This is below the national expected minimum of 96% and is therefore a cause for concern. 





You are invited to attend a meeting to be held at <insert place> on <day, date and time>. 





The purpose of the meeting is to discuss a way forward in improving your <insert pupil name> attendance. A representative of the Local Authority may be present at this meeting to ensure that we can form a robust action plan and make rapid progress due to the fact that the previous meeting has not been attended. 





You are urged to attend this meeting as failure to do so may result in a fixed penalty notice being issued against you. 





Yours sincerely, 











Name


Position








Stage 3 letter (b)





Our ref: XXXX 


Date 


Name 


Address 


United Kingdom 





Dear <insert parent/carer name> 





Re: Invitation to Stage 3 Attendance planning meeting after no improvement 


<insert pupil name> Re: Attendance – XX% 





I am writing to you regarding the previous meeting regarding <insert pupil name> attendance record. Unfortunately, their attendance has not improved and there is now a more serious concern about their welfare and educational needs being met. 





Our records show that <insert pupil name> attendance is XX%. (Please see enclosed attendance record). This is now well below the 96% expected minimum and is therefore a major cause for concern. 





You are invited to attend a meeting to be held at <place> on <day, date and time>. 


The purpose of the meeting is to discuss a way forward in improving your <insert pupil name> attendance. 





A representative of the Local Authority may be present at this meeting to ensure that we can form a robust action plan and make rapid progress due to the fact that your child’s attendance is not improving. 





You are urged to attend this meeting as failure to do so may result in a fixed penalty notice being issued against you. 





Yours sincerely, 











Name


Position





Letter after Stage 3 – Attendance Action Plan 





Our ref: XXXX 


Date 


Name 


Address 


United Kingdom 





Dear <insert parent/carer name> 


<insert pupil name> Re: Attendance – XX% 





I am writing to you regarding the recent meeting which we had concerning <insert pupil name> 


attendance at the <insert school>. 





I have enclosed a copy of the Action Plan for your information and attention. 





May I take this opportunity to inform you that: under Section 444 of the Education Act 1996, you have a legal responsibility to ensure that <insert pupil name> attends the <insert school> regularly. Failure to do so may lead in legal action being taken against you by the Local Authority resulting in prosecution. 





Thank you for attending the recent meeting; it is only by all working together that we can achieve the best possible educational and social outcomes for our pupils. 








Yours sincerely, 








Name


Position
























































Letter after failure to attend Stage 3 meeting 


Our ref: XXXX 


Date 


Name 


Address 


United Kingdom 





Dear <insert parent/carer name> 


<insert pupil name> Re: Attendance – XX% 





As you failed to attend a meeting on <day, date and time>, you are now invited to attend a meeting to be held at the <insert school> on <day, date and time>. 


The purpose of the meeting is to discuss a way forward in improving your child’s attendance. A representative of the Local Authority will be present at this meeting. 


You are urged to attend this meeting as failure to do so may result in a fixed penalty notice being issued against you. I enclose a copy of your child’s registration certificate. 





Yours sincerely, 





Name


Position
























































Stage 4 letter: still no improvement after Stage 3 meeting and plan (first warning letter)





Our ref: XXXX 


Date 


Name 


Address 


United Kingdom 





Dear <insert parent/carer name> 


<insert pupil name> Re: Attendance – XX% 





I am writing to express my concern regarding <insert pupil name> continued irregular attendance.  According to the class register, between <date> and <date> <insert pupil name> has been marked absent for XX sessions, of which XX were authorised and XX were unauthorised. <insert pupil name> has completed XX full weeks in school out of a possible XX weeks.  A copy of the percentage attendance register is enclosed. 


The <insert school> has made efforts to engage with you in attempting to improve this situation but despite this there has been no improvement in <insert pupil name> attendance.





Such attendance is not acceptable and I must remind you that S.444, Education Act 1996 requires you to make sure that your child comes to school, on time, every time the school is open.  I am writing this letter to give you an opportunity to make sure that from now on and in future, your child attends school regularly.  


Failure to do so may result in the Local Authority taking one of the following actions:


a)  Initiating legal proceedings in the Magistrates Court under S.444(1) Education Act 1996.  If convicted under this section, you may be fined up to £1,000.


b)  Initiating legal proceedings in the Magistrates Court under S.444(1A) Education Act 1996.  If convicted of this offence you may be fined up to £2,500 or be sent to prison for up to 3 months or both.


I now look forward to your co-operation in ensuring an immediate and sustained improvement in your child’s school attendance. 


If you wish to discuss this matter, please contact me at your earliest convenience. 





Yours sincerely, 








Name


Position




















Final warning letter





Our ref: XXXX 


Date 


Name 


Address 


United Kingdom 





Dear <insert parent/carer name> 


<insert pupil name> Re: Attendance – XX% 





On <insert date>, we wrote to you concerning <insert pupil name> irregular attendance at <insert school>. 





Unfortunately, I now have to contact you again as <insert pupil name> has continued to be absent from school during the last XX weeks.





Obviously, such a record is not acceptable, and I now have to warn you that unless there is an immediate improvement in <insert pupil name> school attendance, the Local Authority will have no option but to instigate one of the following options:





a)	Initiating legal proceedings in the Magistrates Court under S.444(1) Education Act 1996.  If convicted under this section, you may be fined up to £1000.





b)	Initiating legal proceedings in the Magistrates Court under S.444(1A) Education Act 1996.  If convicted of this offence you may be fined up to £2,500 or be sent to prison for up to 3 months or both.





Please contact me to discuss.





Yours sincerely, 








Name


Position
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<insert school>




 




recognises the importance of good attendance and the impact it 




has on children’s 




progress, attainment, enjoyment of learning and relationships within school. Good attendance helps 




a child to realise their potential and ensure they are motivated, confident and enjoy a diverse range 




of curricular opportunities and exper




iences




. Our school policy and prospectus




 




promote good 




attendance, which is recognised and 




rewarded as an achievement.




 




The school monitors attendance 




and ensures quick and early intervention if a problem is identified




.




 




We recognise that whole school 




prevent




ative and proactive approaches are key to promoting children wellbeing and attendance. 




 




A 




child must attend school every day that they are required to do so unless an exceptional 




circumstance 




applies




. 




 




Our 




policy is accessible to leaders, staff, 




pupils, and parents, 




and is 




published on 




our 




school website. 




It will be sent to 




Parents with any initial information when pupils join the school and reminded of it 




at the beginning of each school year and when it is updated.




 




As the barriers to attendance e




volve 




quickly, the policy should be reviewed and updated as necessary. In doing so,




 




we will 




seek the views 




of pupils and parents.




 




The Attendance & Punctuality Policy is based on the premise of equal 




opportunities for all.




 




 




1.




 




Legislation




 




 




R




egular and punctual attendance at school is a legal requirement. 




Reg




ular attendance is essential to 




enable children to maximise their educational attainment, opportunities and further development.




 




·




 




Section 7 of the Education Act 1996 states that “The parent




 




of every child of compulsory 




school age shall cause him/her to receive efficient full




-




time education either by regular 




attendance at school or otherwise”.  




 




·




 




Section 444 (1) of the Education Act 1996 states that “if a child of compulsory school age 




who 




is a registered pupil at a school fails to attend regularly at the school his parent is guilty 




of an offence”.




 




·




 




Section 576 Education Act 1996 




-




 




Meaning of “parent”




 




For the purposes of Education Law




,




 




the definition




 




of a ‘parent’ and who




 




is responsible for e




nsuring 




regular attendance to school is:




 




-




 




all biological parents, whether they are married or not




 




-




 




any person who, although not a biological parent, has parental responsibility for a child 




or young person 




-




 




this could be an adoptive parent, a step




-




parent, gu




ardian or other 




relative




 




-




 




any person who, although not a biological parent and does not have parental 




responsibility, has care of a child or young person




.  




T




his could be one parent, both 




parents and/or carer/s.




 




 




2.




 




Registers




 




 




Registers provide the daily 




record of attendance of all pupils.  They are legal documents and the 




register may be required in a court of law, for example as evidence in prosecutions for non




-




attendance in school.




 




 




‘




Education (Pupil Registration) (England) Regulations 2006’ (section 6)
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Attendance Audit Tool


“Attendance is everyone’s business”  School inspection handbook - GOV.UK (www.gov.uk)


New School Attendance Guidance Working together to improve school attendance (publishing.service.gov.uk)*





			No.


			Activity


			What do we already do?


			What can we do to improve this?


			Next steps/actions





			


			Admin/School Office 





			1


			Are registers well maintained, kept securely and backed up? How and when?


Is child contact info updated? How and when?


Do you have a first response procedure – is it effective, is it timely?


Are N codes amended? How quickly?


Are codes used correctly? Do you have the new code descriptors?








Are vulnerable children high priority on daily checks?


			


			


			





			2


			Are Attendance patterns picked up and acted upon? Are Late marks monitored and followed up? Who by? When?


			


			


			





			3


			Are comments made in the register? Do teachers look at these? 


			


			


			





			4


			Is there a clear escalation process in place and followed? What is the threshold for Escalating Attendance issues?


			


			


			





			5


			Are procedures for Children missing in Education (CME), Elective Home Education (EHE) understood and followed? Do you know who to contact?








  


			


			


			





			6


			Is the Unauthorised Leave of Absence (ULOA) procedure followed? Is a follow up letter sent to parents with outcome? Are the CW&C templates used?


			


			


			





			7


			Are the School’s Attendance Procedures communicated with parents? How are they communicated? Is it effective? For eg: Leaflets? Posters? Website headlines? 


			


			


			





			


			Head Teachers and SLT





			1


			Is there an Attendance Champion/Team /Governor in place? How is this shared with staff, parents, children? 


			


			


			





			2


			Is there a clear vision for Attendance? Does the school’s ethos promote attendance? How is it shared with staff, parents, children and Governors? 


			


			


			





			3


			Are there incentives, reward and celebration schemes for good and improved Attendance? Does the School Council or the children themselves contribute to deciding the rewards? 


			


			


			





			4


			Does Attendance form part of the school development plan? Do school staff receive adequate training on attendance?


			


			


			





			5


			Is there an Attendance Policy in place? Does it meet the requirements of the New Attendance Guidance*? Is the policy communicated effectively? Is it on the website? Does it link to other policies (safeguarding, behaviour, bullying, pastoral etc)?








			


			


			





			6


			Do you hold regular data analysis discussions? 


Are there strategies in place to tackle absences? How are next steps determined – how often? Who by? How often are they reviewed? 


Have you signed up to WONDE?


Share your daily school attendance data - GOV.UK (www.gov.uk)


			


			


			





			7


			How is data/Information shared with staff? Governors? How often? How is it used/acted upon? Do staff know what their expectations are?


			


			


			





			8


			Do you have clear Attendance Escalation process? Are there standard Attendance letters for parents stating next steps in the case of irregular attendance? Are CW&C templates used? 


When are letters sent and how is this recorded/filed? Are the CW&C flowcharts used to support?


Pages 7 link to new guidance


			


			


			





			9


			Are staff and parents aware of procedures such as Unauthorised Leave of Absence (ULOA) requests and Irregular Fixed Penalty Notice (FPN)s and the other Legal Sanctions for Irregular Attendance as stated in the New Guidance*?


			


			


			





			10


			Does your curriculum promote attendance? How? 


			


			


			





			11


			Are there clear responsibilities for staff – are they known? Is Attendance training provided for staff? Have all staff seen the New Guidance*?


			


			


			





			12


			Is there a Pastoral Team in place? How is this different to the Attendance Team? How effective is communication between the teams?


			


			


			





			13


			Pastoral Toolkit/Multi-Agency toolkit – what steps can be taken when things become a challenge? How are barriers identified and dealt with? 


			


			


			





			14


			Do you hold Attendance Panels to help to build trust and relationships? How do you capture the voice of the child?


			


			


			





			15


			Are children supported following a period of absence? How? Are they offered catch up? 


			


			


			





			16


			Do you hold parent workshops to breakdown misconceptions about school etc? Change mindsets?


			


			


			





			17


			How are your families supported? Is Trauma Informed Practice (TIP) used? Is support offered on a case-by-case and local support available shared with parents?


			


			


			





			18


			Do you have staff who are Trauma Informed Trained so that the trauma informed language is used with children and families and positive strategies are used to solve issues of poor behaviour and irregular attendance?


Our Way of Working – West Cheshire Children's Trust (westcheshirechildrenstrust.co.uk)


			


			


			





			19


			Are clear messages shared about the impact Irregular Attendance has on attainment, emotional wellbeing and future opportunities.


			


			


			





			20


			Are EWS network meetings/training attended?


			


			


			





			21


			Do schools work together to support families where siblings attend different schools?


			


			


			





			


			Teachers and Support Staff





			1


			Do you know the attendance for your school? against local/national figures?


			


			


			





			2


			Do you receive adequate training on attendance?


			


			


			





			3


			Have you read your Attendance Policy?


			


			


			





			4


			Do you know who the Attendance Champion is? and who is in the Attendance Team?


			


			


			





			5


			Do you understand the Register is a legal document that MUST be completed on time, once in the morning and once in the afternoon?


			


			


			





			6


			Do you know which codes the Attendance Team have agreed that you can input?


			


			


			





			7


			How do your record Attendance conversations/phone calls/meetings etc? Do you read comments on Register? Are you expected to follow these up?


			


			


			





			8


			Is communication effective between Departments/School Office with regards to attendance? How is this done and is it timely?


			


			


			





			9


			Does your environment support attendance and behaviour? How? Are their visual prompts/reminders? Is attendance promoted in a positive light?


			


			


			





			10


			Are you aware of the Attendance Escalation process in the school?


			


			


			





			11


			Do you know which children to monitor in your class/form what their barriers are to good attendance?


			


			


			





			12


			How do you support children with attendance issues? What strategies are in place/do you use? Do you capture the voice of the child and their wishes and feelings? 


			


			


			





			13


			Do you know how to support children? Are you expected to support with Team Around the Family (TAF)s and Early Help?


TAF guidance 


Multi-agency toolkit


https://westcheshirechildrenstrust.co.uk/our-way-of-working/resources/


			


			


			





			14


			Is good practice shared amongst staff? Is time allocated for Attendance conversations amongst staff/teams/departments/etc?


			


			


			





			15


			Are you aware of Trauma Informed Practice; the language to be used, its principles/approaches to be taken, the positive strategies to handle issues to do with behaviour and attendance?


Our Way of Working – West Cheshire Children's Trust (westcheshirechildrenstrust.co.uk)


			


			


			





			16


			Do you know about or use the Emotionally Based School Non-Attendance (EBSN) tool? 


Schools can access EBSN training and Guidance (EBSN: Good Practice Guidance for Schools) via: eCWIP for Education - Cheshire West Industry Professionals


			


			


			





			17


			How do you support vulnerable/SEND children to understand the importance and impact of good attendance? Are there overwhelming sensory barriers in the environment that might affect attendance (lighting, organisation, noise levels, space, movement, routine)? Is the child’s voice used to overcome this? 


			


			


			





			18


			Does your curriculum promote attendance? Is it taught discreetly or part of a scheme?


			


			


			





			


			Wider staff (lunchtime, parents helpers etc)





			1


			Do you know the Attendance figure for your school?


			


			


			





			2


			Are staff aware of your school’s Attendance Policy?


			


			


			





			3


			Do all staff know how to promote good attendance within their role? Are they confident to hold conversations with pupils which promotes good attendance?


			


			


			





			4


			Do they know how to communicate and engage pupils to be excited about their learning so they will want to attend?


			


			


			





			


			Governors/Multi-academy trust boards 





			1


			Is there a Governor who is responsible for Attendance? 


			


			


			





			2


			Are regular meetings held to discuss data, actions and impact? Are Governors aware of the Attendance data the school needs to report on? Are Governors aware of the Attendance data for all vulnerable groups and strategies that are in place to improve Attendance?


			


			


			





			3


			Are Governors aware of the New Attendance Guidance*? and the Governors responsibilities?


Governance Handbook 2019 (publishing.service.gov.uk)


			


			


			





			4


			Are Governors aware of the Irregular Attendance Escalation procedure for the school? Are Governors familiar with strategies in place that school use to improve attendance? Does a Governor attend any Attendance meetings with parents? 


			


			


			





			5


			Do Governors have an input on policies including Attendance, Behaviour, Safeguarding, Pastoral etc and know how they tie in together?


			


			


			





			6


			Are Governors aware of procedures such as Unauthorised Leave of Absence (ULOA) requests and Irregular Fixed Penalty Notice (FPN)s and the other Legal Sanctions for Irregular Attendance as stated in the New Guidance*? 


			


			


			





			7


			Do Governors know they must ensure school staff receive adequate training on attendance?


			


			


			





			


			Parents





			1


			Are parents aware of the Attendance Policy? Do they receive attendance leaflets, posters, newsletters etc with attendance figures/headlines/statements to help them to understand the importance of good attendance?











 


			


			


			





			2


			Do parents know where to find Attendance information including:


· The Attendance Policy


· The Absence Escalation process for the school


· What to do if your child is absent


· What unauthorised absences means, the impact on attainment and consequence of Irregular Attendance


· What happens if a holiday is requested term-time.


			


			


			





			3


			Do parents feel supported with Attendance issues and challenges? Do they know who to contact for support?


			


			


			





			4


			Do parents know who the Attendance Team is? How does the school share this with them?


			


			


			





			5


			Do parents feel the school builds good relationships so that they feel comfortable to attend meetings and engage etc?


			


			


			





			6


			Do parents attend Attendance information sharing sessions? If not, why not?


			


			


			





			7


			Do parents know and understand the school’s Attendance process/incentives/Legal Sanctions? How is this shared?


			


			


			





			


			Pupils





			1


			Do children feel supported? Do they have a voice? Do they feel safe and happy?


			


			


			





			2


			Is the school council involved in attendance matters? 


			


			


			





			3


			Are children given the chance to suggest solutions to improve attendance.


			


			


			





			4


			Do children know who to speak to if they have concerns about themselves or others?


			


			


			





			5


			Do they understand the importance of good attendance through daily positive reinforcements such as assemblies/lessons/classroom environment?


			


			


			





			6


			If legal action is taken against parent(s) how are children consulted?
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New School Attendance Guidance May 2022



Present 



Relevant regulation: 6(1)(a)(i) 



Code / \: Present in school / = am \ = pm 



204. Pupils must not be recorded as present if they are not in school during registration. If a pupil were to leave the school premises after registration, they will still be counted as present for statistical purposes. 







Code L: Late arrival before the register is closed 



205. Schools should actively discourage late arrival and be alert to patterns of late arrival. All schools are expected to set out in their attendance policy the length of time the register will be open, after which a pupil will be marked as absent. This should be the same for every session and depending on the structure of the school day not longer than either 30 minutes after the session begins, or the length of the form time or first lesson in which registration takes place. A pupil arriving after the register has closed should be recorded as absent using code U, or another absence code that it is more appropriate. 







Absent 



Authorised Absence from School 



Relevant regulation: 6(1)(ii), 6(1)(b), 6(2), 7(1) and 7(2) 



206. Authorised absence means that one of a specific set of circumstances applies, as set out below: 







Code C: Leave of absence granted by the school 



207. Only exceptional circumstances warrant granting a leave of absence. Wherever referred to in this guidance a leave of absence should not be, and from certain types of school6 must not be, granted unless it has been applied for in advance by the parent who the pupil normally lives with and the headteacher believes the circumstances to be exceptional. Schools must consider each application for a leave of absence individually taking into account the specific facts and circumstances and relevant background context behind each request. Where a leave of absence is granted, the school will determine the number of days a pupil can be absent from school. A leave of absence is granted entirely at the headteacher’s discretion. 







6 Schools maintained by the local authority or special schools not maintained by the local authority. 







208. Specific leaves of absence may also be granted where: 







A pupil is participating in a performance 



209. A school maintained by a local authority or a special school not maintained by a local authority can grant leave of absence for a pupil to undertake employment during school hours for the purpose of taking part in a performance, within the meaning of section 37 of the Children and Young Persons Act 1963 if the local authority have given the pupil a licence for that performance. 



210. Legislation sets out that a local authority licence must be obtained before a child can take part in a performance. There are some exemptions, including the granting of Body of Persons Approval (BOPA). BOPAs can be issued by the local authority where a performance is to take place, or by the Secretary of State (generally only if there are to be many children involved and a number of different locations, but legislation does not limit this to those situations). 



211. Schools should be sympathetic to requests for leave of absence that are supported by a licence or a BOPA; as long as the school remains satisfied that this will not have a negative effect on a pupil’s education. Where the licence specifies the dates that a pupil is to be away from school to perform, the school should record the absence for those days as if a leave of absence had been applied for and granted. However, where the terms of the licence or BOPA do not specify dates, it is at the discretion of the headteacher to grant leave of absence. 















A pupil is subject to a temporary part-time timetable 







212. All pupils of compulsory school age are entitled to a full-time education. In very exceptional circumstances, where it is in a pupil’s best interests, there may be a need for a temporary part-time timetable to meet their individual needs. For example, where a medical condition prevents a pupil from attending full-time education and a part-time timetable is considered as part of a re-integration package. A part-time timetable should not be used to manage a pupil’s behaviour. 



213. A part-time timetable must only be in place for the shortest time necessary and not be treated as a long-term solution. Any pastoral support programme or other agreement should have a time limit by which point the pupil is expected to attend full-time, either at school or alternative provision. There should also be formal arrangements in place for regularly reviewing it with the pupil and their parents. In agreeing to a part-time timetable, a school has agreed to a pupil being absent from school for part of the week or day and therefore must treat absence as authorised. 



 



A pupil is pregnant 



214. Leave for maternity is treated like any other leave of absence. We would expect schools to act reasonably and grant a sufficient period of leave from school, taking into consideration the specific circumstances of each case. Ultimately it is at the headteacher’s discretion how much leave to grant. 







Code H: leave of absence for the purpose of a family holiday granted by the school 



215. Parents should plan their holidays around school breaks and avoid seeking permission from schools to take their children out of school during term time unless it is absolutely unavoidable. 



216. An application for leave of absence should (and from certain schools must) not be granted unless it is made in advance by a parent the pupil normally lives with and the school is satisfied that there are exceptional circumstances based on the individual facts and circumstance of the case which justify the leave. Where a leave of absence is granted, the school will determine the number of days a pupil can be absent from school. A leave of absence is granted entirely at the headteacher’s discretion. 







Code E: Excluded but no alternative provision made 



217. If no alternative provision is made for a pupil to continue their education whilst they are suspended from school or excluded from school, but their name is still entered in the admission register. 



218. When a pupil of compulsory school age is suspended or permanently excluded from a maintained school, pupil referral unit, academy, city technology college, or city college for the technology of the arts, alternative provision must be arranged from the sixth consecutive day of any suspension or exclusion. Where alternative provision is made schools should record this using the appropriate code for attending an approved educational activity. 







Code I: Illness (not medical or dental appointment) 



219. Schools should advise parents to notify them on the first day the child is unable to attend due to illness. Schools must record absences as authorised where pupils cannot attend due to illness (both physical and mental health related). 



220. In the majority of cases a parent’s notification that their child is ill can be accepted without question or concern. Schools should not routinely request that parents provide medical evidence to support illness. Schools are advised not to request medical evidence unnecessarily as it places additional pressure on health professionals, their staff and their appointments system particularly if the illness is one that does not require treatment by a health professional. Only where the school has a genuine and reasonable doubt about the authenticity of the illness should medical evidence be requested to support the absence. 







221.Pupils with long term illness or other health needs may need additional support to continue education, such as alternative provision arranged by the local authority. Local authorities are responsible for arranging suitable education for children of compulsory school age who, because of health reasons, would otherwise not receive suitable education. This applies whether or not the child is registered at a school and whatever type of school they attend. The education must be full-time or as close to full-time as the child’s health allows. DfE’s statutory guidance on ensuring a good education for children who cannot attend school because of health needs sets out that local authorities should provide education as soon as it is clear that the child will be away from school for15days or more, whether consecutive or cumulative. Local authorities should have a named officer responsible for the education of children with additional health needs.







Code M: Medical or dental appointment



222.Schools should encourage parents to make appointments out of school hours. Where this is not possible, they should get the school’s agreement in advance and the pupil should only be out of school for the minimum amount of time necessary for the appointment.



223.If a pupil is present at registration but has a medical appointment during the session in question, no absence needs be recorded for that session.







Code R: Religious observance



224.Schools must record absence as authorised when it falls on a day that is exclusively set apart for religious observance by the parents’ religious body (not the parents).



225.As a general rule, we would interpret ‘a day exclusively set apart for religious observance’ as a day when the pupil’s parents would be expected by the religious body to which they belong to stay away from their employment in order to mark the occasion. If in doubt, schools should seek advice from the parent’s religious body about whether it has set the day apart for religious observance.



226.If a religious body sets apart a single day fora religious observance and the parent applies for more than one day, the school may only record one day as authorised on this basis; the rest of the request would be a leave of absence, and this is granted at the school’s discretion as set out under Code C.



227.Schools and local authorities may seek to minimise the adverse effects of religious observance on a pupil’s attendance and attainment by considering approaches such as:



•Setting term dates around days for religious observance;



•Working with local faith groups to develop guidance on absence for religious observance; 



• Schools taking INSET days that coincide with religious observance days; and



• Providing individual support for pupils who miss sessions on days exclusively set apart for religious observance. 







Code S: Study leave 



228. Study leave should not be granted by default once tuition of the exam syllabus is complete, it should be used sparingly and only granted to Year 11 pupils during public examinations. If schools do decide to grant study leave, provision must still be made available for those pupils who want to continue to come into school to revise. 



229. As study leave is unsupervised it must be recorded as absence. 







Code T: Traveller absence 



230. A number of different groups are covered by the generic term traveller – Roma, English and Welsh Gypsies, Irish and Scottish Travellers, Showmen (fairground people) and Circus people, Bargees (occupational boat dwellers) and New Travellers. 



231. This code should not be used for general absences by those groups. It must only be used when the pupil’s parent(s) is travelling for occupational purposes and the school has granted a leave of absence following a request from the parent. This code should not be used to record any other types of absence by these groups. 



232. Pupils from these groups whose parent(s) do not travel for occupational purposes are expected to attend school as normal. They are subject to the same rules as other pupils in terms of the requirements to attend school regularly once registered at a school. 



233. Where a pupil has no fixed abode because their parent(s) is engaged in a business or trade that requires them to travel, there is an expectation that the pupil attends at least 200 sessions per year. The pupil must attend school as regularly as the business permits and therefore, if the business or trade permits the pupil to attend for more than 200 sessions per year, they should do so. 



234. To help ensure continuity of education for pupils, when their parent(s) is travelling for occupational purposes, it is expected that the pupil should attend school elsewhere when their parent(s) is travelling and be dual registered at that school and their main school. 







Unauthorised Absence from School 



Relevant regulation: 6(1)(ii) and 6(3) 



235. Unauthorised absence is where a pupil’s absence is not one of the types of absence listed as authorised in regulation 6(2) or where the reason for a pupil’s absence has not been provided and cannot be established.



 



Code G: Holiday not granted by the school or in excess of the period determined by the school 



236. Where the school has not granted a leave of absence for the purpose of a holiday but the parents still take the child out of school, or the child is kept away longer that the period of leave granted. 



237. A school cannot grant a leave of absence retrospectively. If the parent did not apply in advance, leave of absence should not (and from certain types of school cannot) be granted. 







Code N: Reason for absence not yet provided 



238. Schools must follow up all unexplained and unexpected absence in a timely manner. 



239. Every effort should be made to establish the reason for a pupil’s absence. When the reason for absence has been established the school should record the pupil’s absence using the relevant code. 



240. Where absence is recorded as unexplained in the attendance register, the correct code should be inputted as soon as the reason is ascertained, but no more than 5 working days after the session. Code N should not therefore be left on the pupil’s attendance record indefinitely; if a reason for absence cannot be established after 5 working days, schools should amend the pupil’s record to Code O. 







Code O: Absent without authorisation 



241. Where no reason for absence is established or the school is not satisfied that the reason given is an authorised absence. 







Code U: Arrived in school after registration closed 



242. Where a pupil has arrived late after the register has closed and the school is not satisfied that the reason for lateness is an authorised absence. 



243. Schools should actively discourage late arrival, be alert to patterns of late arrival and seek an explanation from the parent. All schools are expected to set out in their attendance policy the length of time the register will be open, after which a pupil will be marked as absent. This should be the same for every session and depending on the structure of the school day not longer than either 30 minutes after the session begins, or the length of the form time or first lesson in which registration takes place. 







Attending an approved educational activity 



Relevant regulation: 6(1)(a)(iii), 6(1)(c), and 6(4) 



244. An approved educational activity is where a pupil is attending another school at which they are registered or taking part in off-site activity such as field trips, educational visits, work experience or unregistered alternative provision. 



245. Pupils can only be recorded as attending an off-site activity if it is approved by the school, of an educational nature and supervised by someone authorised by the school. Ultimately, school are responsible for the safeguarding and welfare of pupils taking part in an off-site educational activity so it would be reasonable to expect that the school would only authorise someone who was answerable to the school to supervise an activity. 



246. The activity must take place during the session for which it is recorded and for pupils of compulsory school age the school must record the nature of the activity. 







Attending another school at which the pupil is registered 



Relevant regulation: 6(1)(a)(iii) and 6(4)(b) 







Code D: Dual registered at another school 



247. The law allows for a pupil to be registered at more than one school. This code is used to indicate that the pupil was not expected to attend the school in question because they were scheduled to attend the other school at which they are registered. The main examples of dual registration are pupils who are attending a pupil referral unit, a hospital school or a special school on a temporary basis. 



248. Each school should only record the pupil’s attendance and absence for those sessions that the pupil is scheduled to attend their school. Schools should ensure that they have in place arrangements whereby all unexpected and unexplained absence are promptly followed up. 







Attending an educational activity that takes place outside the school 



Relevant regulation: 6(1)(iii), 6(1)(c) and 6(4)(a) 







Code B: Off-site educational Activity 



249. Attending an off-site educational activity that has been approved by the school and supervised by someone authorised by the school. 



250. For pupils of compulsory school age, schools must also record the nature of the activity, examples are: 



• attending taster days at other schools;  



• attending courses at college; 



• attending unregistered alternative provision arranged or agreed by the school. 



251. The educational activity must take place during the session for which it is recorded. 



252. Ultimately schools are responsible for the safeguarding and welfare of pupils educated off-site. Therefore, by using code B, schools are certifying that the education is supervised, and measures have been taken to safeguard the pupil. Schools should ensure that they have in place arrangements whereby the provider of the educational activity notifies the school of any absences by the pupil. The school should record the pupil’s absence using the relevant absence code. 



253. This code must not be used for any unsupervised educational activity i.e., when a pupil is at home doing some schoolwork. 







Code J: At an interview with prospective employers, or another educational establishment 



254. Attending an interview with prospective employers or another educational establishment. Schools should be satisfied that the interview is linked to employment prospects, further education, or transfer to another school. 



255. This must take place during the session for which it is recorded. 







Code P: Participating in a supervised sporting activity 



256. Taking part in a sporting activity that has been approved by the school. If schools have concerns about the appropriateness of an activity, they can seek advice from the sports’ national governing body. However, the final decision on approving the activity rests with the school and they should take the effect on the pupil’s general education into account. 



257. The sporting activity must take place during the session for which it is recorded. 



258. Approved educational activity must be supervised by a person authorised by the school. Schools should ensure that they have in place arrangements whereby the provider of the sporting activity notifies the school of any absence by the pupil. The school should record the pupil’s absence using the relevant absence code. 







Code V: Educational visit or trip 



259. Attendance at an organised visit or trip, including residential trips organised by the school, or attendance at a supervised trip of a strictly educational nature arranged by an organisation approved by the school.



 



260. The educational visit or trip must take place during the session for which it is recorded. 



261. Approved educational activity must be supervised by a person authorised by the school. Schools should ensure that they have in place arrangements whereby the organiser of the visit or trip notifies the school of any absence by the pupil. The school should record the pupil’s absence using the relevant absence code. 







Code W: Work experience 



262. Work experience is for pupils in the final 2 years of compulsory school age. 



263. The work experience must take place during the session for which it is recorded. 



264. Approved educational activity must be supervised by a person authorised by the school. Schools should ensure that they have in place arrangements whereby the provider of the work experience notifies the school of any absence by the pupil. The school should record the pupil’s absence using the relevant absence code. 







Unable to attend due to exceptional circumstances 



Relevant regulation: 6(1)(iv), 6(1)(d), 6(5), 6(7) and 6(2)(b)(i) 







Code Y: Unable to attend due to exceptional circumstances 



265. Where a pupil is unable to attend school because: 



• the school site or part of it, is closed due to an unavoidable cause at a time when pupils are due to attend; or 



• the transport provided by the school or a local authority is not available and the pupil’s home is not within safe walking distance; or 



• a local or national emergency has resulted in widespread disruption to travel which has prevented the pupil from attending school. 



266. Schools must also record the nature of the circumstances in which a pupil is unable to attend school. 







Walking distance 



267. In relation to a child under the age of 8, means 2 miles, and for a child of 8 or above, means 3 miles. In each case measured by the nearest available safe route. 







Pupil in custody 



268. Code Y is also used where the pupil is in custody; detained under a court order for a period of less than 4 months or is returning to the school at the end of their custodial period. 







Administrative codes



 



Code X: Non-compulsory school age pupil not required to be in school 



269. Where a pupil not of compulsory school age is attending school part-time. 



270. For example, where parents have chosen for their 4 year-old child to attend part-time until later in the school year but not beyond the point at which the child reaches compulsory school age. 







Code Z: Prospective pupil not on admission register 



271. To enable schools to set up registers in advance of pupils joining the school to ease administration burdens. 



272. Schools must enter a pupil’s name on the admission register from the first day that the school has agreed, or been notified, that the pupil will attend the school. 



273. In the normal admissions round, when parents have accepted the school place offered, the local authority can inform schools on behalf of the parents and notify the school when the parent has agreed that the pupil will attend school. This can also be the case where the local authority co-ordinates in-year applications for school places. 



274. If a pupil fails to attend on the agreed starting day, the school must establish the reason and record the pupil’s absence using the relevant absence code. 







Code #: Planned whole or partial school closure 



275. Whole school closures that are known and planned in advance such as: 



• days between terms; 



• half terms; 



• occasional days (for example, bank holidays); 



• weekends (where it is required by the management information system); 



• up to 5 non-educational days; and 



• use of school as a polling station. 







276. Partial school closures that are known and planned in advance such as: 



• ‘staggered starts’ or ‘induction days’ where different term dates have been agreed for different year groups - this code is used to record the year group(s) that is not due to attend; and 



• Use of part of the school as a polling station. 
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1. INTRODUCTION - Overview



This Guidance sets out the key principles to enable Cheshire West and Chester (CW&C) to implement their legal duty under section 436A of the Education Act 1996, to enable arrangements to identify, as far as is possible to do so, children missing education.




Children Missing Education are children of compulsory school age who are not registered pupils at a school or setting and are not receiving suitable education otherwise, whose whereabouts are unknown.



It is intended that this document should be used as a point of reference by Head Teachers/Principals, staff members in schools and settings, and all other professionals who work with children and young people and their families.  This guidance is also shared with partners from CW&C schools from the Independent Sector, as a model of good practice.  



This document provides a framework within which, consistent practices and procedures can be applied, in compliance with Department for Education Statutory CME Guidance 2016.



Children missing education are at significant risk of underachieving, becoming victims of harm, exploitation or radicalisation, and NEET (not in education, employment or training) later in life.



Effective information sharing between parents, schools and key partner agencies is critical to ensure that all children of compulsory school age are safe and receiving a suitable education.




CW&C Children and Families Service are committed to working with schools and settings and other key partners, to improve the monitoring and swift return of Children and Young People to a suitable education provision. Prompt action and early intervention are crucial when discharging this duty effectively to ensure that children are safe and receiving education.



CW&C have effective tracking and enquiry systems in place and have a named point of contact to whom schools and other agencies can make referrals about children who are missing education.  CW&C monitors the number of children/young people in the Local Authority area who are not receiving suitable education, including those known to have newly transferred into the area.  CW&C have clear access rules and procedures to ensure fair and safe data processing, in compliance with GDPR.



Adopting these procedures will also ensure that all Children’s Services in CW&C maintain high standards of safeguarding and will: 



1. Meet statutory duties relating to the provision of education and safeguarding the welfare of children & young people missing education 



2. Ensure that robust systems are in place within the Local Authority to identify 




and track children and young people missing from education or at risk from doing so.



3. Ensure that monitoring and reporting systems are in place to identify, where applicable, any lead agency or key worker who may be involved in supporting a child or their family who has been reported as a child missing in education




4. Ensure all CW&C Schools and Settings are fully aware of their responsibilities in relation to children missing education and will properly support and challenge, if appropriate, in meeting these responsibilities. 



5. Support and assist other Local Authorities to locate their own missing/lost pupils.







This Guidance does not replace current local and Pan Cheshire Safeguarding Procedures and mechanisms for reporting and recording child protection.



2. GROUPS OF CHILDREN AND YOUNG PEOPLE AT RISK




There are many circumstances where a child may become missing from education, so it is vital that Local Authorities make judgements on a case by case basis.  Although not exhaustive, the list below presents some of the circumstances that Local Authorities should consider when establishing their CME policies and procedures:



· Pupils at risk of harm/neglect – Children may be missing from education because they are suffering from abuse or neglect. Where this is suspected, schools must follow local child protection procedures.  However, if a child is in immediate danger or at risk of harm, a referral must be made immediately to Children’s Social Care (and the police if appropriate).  Local Authority officers responsible for CME should check that a referral has been made and, if not, they should alert Children’s Social Care.  The Department’s statutory guidance Keeping Children Safe in Education (September 2020) provides further advice for schools and colleges on safeguarding children 



· Children of Gypsy, Roma, Traveller families (GRT) - It is important that schools inform the Local Authority when a GRT pupil leaves the school without identifying a new destination school, particularly in the transition from primary to secondary, so that they can attempt to facilitate continuity of the child’s education.  The Local Authority Traveller Education Consultant and Education Welfare Service can advise schools on the best strategies for ensuring the minimum disruption to GRT pupils’ education, for example “dual” registration with other schools



· Children of Service Personnel – Families of members of the Armed Forces are likely to move frequently – both in the UK and overseas and often at short notice.  The Local Authority CME and Tracking Officer will liaise with the MoD Children’s Education Advisory Service (CEAS) to ensure safeguarding and continuity of education provision



· Missing children and runaways – children who go missing or run away from home or care may be in serious danger and vulnerable to crime, sexual exploitation or abduction as well as missing education.  The CME and Pupil Tracking Officer will liaise with key partners to ensure appropriate safeguarding measures are followed.



· Children who cease to attend a school – there are many reasons why a child stops attending a school.  It could be because the parent chooses to home educate their child.  However, where the reason for a child who has stopped attending a school is not known, 



the Local Authority will investigate the case and satisfy itself that the child is receiving suitable education. In all cases the CME and Pupil Tracking Officer will liaise with relevant Local Authority Officers, where appropriate.



· Children of new migrant families – children of new migrant families may not have yet settled into a fixed address or may have arrived into a Local Authority area without that Authority becoming aware, therefore increasing the risk of the child missing education. 







3
NOTIFICATION OF CHILDREN AND YOUNG PEOPLE NOT IN EDUCATION AND 
REFERRAL ROUTES



Notification of children missing in education can be received from internal partners, multi -agency professionals, other Local Authorities or from any other person who comes into regular contact with a child or young person.



Cheshire West and Chester work in partnership with key stakeholders and partner agencies and any other professional who frequently come into contact with school aged children and young people.  It is an expectation that any professional who becomes aware of a school aged child, will make enquiries concerning their educational status.




In the event of a child not being on the roll of a School or Setting, or is Electively Home Educated, it is the responsibility of that professional to contact the CME & Pupil Tracking Officer, Mrs Sue Humphreys, email Sue.Humphreys@cheshirewestandchester.gov.uk;  Tel 01244 973333 or mobile 07879 113 368 to report the situation.



4
PROCEDURES FOR SCHOOLS AND SETTINGS



Schools and Settings must promptly make “reasonable enquiries” as set out in the DfE Statutory CME Guidance (Sept 2016) to contact the parent/carer in instances where a child leaves or ceases to attend a CW&C educational provision:



· without the school being advised by the parent/carer of an intended change of home address, or new school or setting the child is to attend




· where the child has not returned from leave of absence from a holiday within two weeks of the expected date of return




· when a child fails to attend school after having accepted a place 




Following 10 days of non-school attendance or when the School or Setting have completed all reasonable checks, as set out in the DfE Statutory CME Guidance September 2016, (to include attempts to contact parents/carers, other emergency contacts etc), the School or Setting must refer to the Education Welfare Service (EWS) using the Missing Child Referral form (CME2)




The Education Welfare Service will then make reasonable efforts to identify the child’s current whereabouts/destination.  This will include:



· undertaking a home visit within 5 working days of receipt of the referral, to make enquiries at home or with known contacts and neighbours, as appropriate




· reference to local databases within the Local Authority




· contact with any other agencies known to be involved with the family



If, at any point in this process, the child is located, school must complete the Pupil Tracking Notification form, submitting to cmeandpupiltracking@cheshirewestandchester.gov.uk providing all required mandatory forwarding information.



However, if after undertaking all “reasonable enquiries” and following completion of the CME process (ie CME2 Referral to EWS), where the child’s location remains unknown, following 20 consecutive school days of absence, the school or setting may remove the pupil’s name from school roll, ensuring completed CME3 Notification is submitted securely to:  cmeandpupiltracking@cheshirewestandchester.gov.uk 



Schools must subsequently upload the CTF via s2s in accordance with the DfE guidelines.







Upon receipt of the CME3 Notification form, the CME & Pupil Tracking Officer will investigate further with internal colleagues and key partner agencies. These enquiries may include liaison with and reference to:




· Health Agencies




· DfE data systems



· ESCR (social care) database




· CW&C Housing Benefits Agency and Council Tax



· Any other relevant government agencies




· Other Local Authorities where it is suspected the child may be living or have previously resided



If the child’s whereabouts remain unknown after all enquiries have been exhausted, the CME & Pupil Tracking Officer will post a national missing children alert via s2s Missing Pupil database.




Children missing education may raise potential safeguarding issues. If Schools or Settings believe a child or family have gone missing, they should NOT remove that child from their school roll without following the CME Guidance and Procedures, eg ensuring all reasonable enquiries have been made, completing the CME1 Checklist form, referring to the Education Welfare Service using CME2 Referral form, and subsequent completion (in full) of CME 3 Notification form, which must be submitted securely to: cmeandpupiltracking@cheshirewestandchester.gov.uk



5 
REMOVAL FROM SCHOOL ROLL



Schools and Settings must notify the Local Authority CME & Pupil Tracking Officer when a pupil’s name is to be removed from the admissions register at a non-standard (In year) transition point under any of the fifteen grounds set out in the regulations (Regulation 8 of the Education (Pupil Registration)(England) Regulation 2006) and Annex A of the DfE statutory Children Missing Education Guidance (September 2016). 



Removal from school roll for any reason other than those specified above is illegal 



Using the Pupil Tracking Notification form, Schools and Settings must report to the Local Authority via cmeandpupiltracking@cheshirewestandchester.gov.uk each time a pupil is removed from school roll at both “in year” transfer and during primary transition to secondary education, to report moves to schools located in other Local Authority areas, when transferring to a non-maintained schools (Independent), moves abroad or out of the Local Authority area, or withdrawal to be become Electively Home Educated.



Notification form CME3 must only be completed and submitted to report children and young people whose names have been removed from school roll following 20 consecutive school days of absence, where their current whereabouts are unknown and when all “reasonable enquiries”, as clearly set out in the DfE Statutory CME Guidance (Sept 2016), have been made by Schools or Settings, and the required Local Authority CME process has been completed (ie CME2 Referral previously submitted to Education Welfare Service).



Additional advice can be sought from Education Welfare Service or CME & Pupil Tracking Officer.







6
TRACKING AND CROSS BOUNDARY ARRANGEMENTS



CW&C have in place arrangements to enable joint working and information sharing with other local authorities and key partner agencies, to safeguard and promote the welfare of children (Working Together to Safeguard Children 2018).



If a child becomes missing from a CW&C school, but resides in another Local Authority, the CME & Pupil Tracking Officer will contact the Designated Lead in the “home” Local Authority to alert them of any change in the pupil’s CME status, providing key information in a timely manner. 



Similarly, if a child or young person leaves Cheshire West and Chester, the CME & Pupil Tracking Officer will alert the “receiving” Local Authority to the reported transfer in, and will request confirmation of arrival, to ensure appropriate safeguarding of the child or young person.




7
COMMON TRANSFER FILE (CTF)




There is a statutory requirement for all Schools and Settings to transfer specified information about a pupil moving School, to the “receiving” School.  Since June 2002, this information has been transferred through the electronic common transfer file (CTF) via DfE’s s2s secure website




Common Transfer Form (CTF)



Schools and Settings are required to ensure that CTF data is sent to a pupil’s “new” maintained school by the former school within 15 days after the pupil ceases to be registered at the “former” school.  The unique pupil number (UPN) must be included in the CTF as a unique identifier for the pupil and each UPN should only contain information regarding only one pupil.




Briefly, when uploading a CTF, if current school is unaware of where a child has moved to (home address and school), then a transfer file using XXXXXXX as the destination must be created and uploaded to the secure s2s site.  




When a pupil moves abroad (including Scotland or Ireland), becomes Electively Home Educated or transfers to a non maintained (Independent) school, code MMMMMMM must be selected to upload the CTF. This enables the CTF to be stored securely and is available in the event that the child returns to a maintained school in England or Wales.  




Files coded as XXXXXXX and MMMMMMM are uploaded to s2s in the same way as files transferring to other schools – these files must only contain the details of one pupil to enable individual pupil information to be stored or retrieved in compliance with GDPR.




In the unlikely circumstance of a pupil joining a Cheshire West and Chester school without school receiving a CTF from the child’s previous school, or where a parent/carer is unable or unwilling to provide information about the previous school, the “receiving” school can contact the Local Authority CME & Pupil Tracking Officer, at 




Sue.Humphreys@cheshirewestandchester.gov.uk telephone 01244 973333 or mobile 07879 113 368, to request assistance with view to identifying any previous education provision.



Further guidance regarding creating and transferring CTFs is available and can be found via the internet site “school to school service: how to transfer information - GOV.UK” via the following link: 



www.teachernet.gov.uk/s2s  







ADDITIONAL PUPIL TRACKING NOTIFICATIONS



Schools and Settings are not required to report in year transfer to other Local Authority Schools and Academies that are located within Cheshire West and Chester Local Authority area, as this information is collected via other systems/processes.



However, Schools and Settings must complete the Pupil Tracking Notification form to report “in year” transfer and “primary to secondary transition”, to report; 



· Moves to schools and settings located in other locality areas (not in Cheshire West & Chester)



· transfer to Independent Schools 



· moves abroad or out of area (away from Cheshire West & Chester) 




· withdrawal to become Electively Home Educated.



CME3 forms are only be used to report Children Missing from Education, where their current whereabouts are unknown, and must only be submitted following previous CME 2 Referral to Education Welfare Service and completion of the CME process.



The current DfE Statutory Guidance, which can be accessed via the following link, 



https://www.gov.uk/government/publications/children-missing-education, makes it very clear that there is an expectation on all schools/settings to ‘make reasonable enquiries’ to establish the whereabouts of a child, prior to referral to the Local Authority.




Notification of pupil transfers must include the name and contact details of at least one parent/carer with whom the child resides, together with full details of current and new home address and where known, new school details. 



Schools and Settings must ensure that CME and Pupil Tracking Notification forms are submitted to the Local Authority using the secure email addresses detailed on each of the respective CME and Pupil Tracking Notification forms, no longer than the agreed 20 day process.



For further information and assistance, please contact Mrs Sue Humphreys, CME & Pupil Tracking Officer on telephone 01244 973333/mobile 07879 113 368 or email Sue.Humphreys@cheshirewestandchester.gov.uk







What Legislation does this guidance refer to?



· Section 436A of the Education Act 1996 (added by section 4 of the Education and Inspections Act 2006)




· Education Act 1996 (section 7, 8, 14 and 19)




· Education and Inspections Act 2006 (section 4 and 38)




· Education (Pupil Registration) (England) Regulations 2006




· Education (Pupil Registration)(Amendment)(England) Regulations 2016



· Section 10 of the Childrens Act 2004



Documents/Information Supporting Guidance Procedures Relating to Children Missing Education as follows:  



Working Together to Safeguard Children Statutory Guidance 2018



https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/592101/Working_Together_to_Safeguard_Children_20170213.pdf 



Keeping Children Safe in Education September 2020



Keeping Children Safe in Education’



Department for Education Children Missing Education Statutory Guidance September 2016



https://www.gov.uk/government/publications/children-missing-education



Education (Pupil Registration) (England) (Amendment) Regulations 2016




http://www.legislation.gov.uk/uksi/2016/792/contents/made 



Regulation 4 of the Education (Pupil Registration)(England)Regulations 2006




Regulation 12(3) of the Education (Pupil Registration)(England)Regulations 2006




http://www.legislation.gov.uk/uksi/2006/1751/pdfs/uksi_20061751_en.pdf 



The Prevent Duty - Departmental advice for schools and childcare providers – June 2015




https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/439598/prevent-duty-departmental-advice-v6.pdf







       



CME Process CME1



















































































CME Process CME 3































































           CHECKLIST
 



For school use only




To be used for pupils who have become ‘missing’, where a current home address (and where possible, new school or setting) is unknown.



If there are any safeguarding or social care concerns or the family are already known to social care, school must contact  Integrated Access And Referral Team (i-ART)  immediately at



i-ART@cheshirewestandchester.gov.uk



or telephone 0300 123 7047




Name of pupil/s: 




DOB/s:  








Age: 




Home Address: 




Name(s) of parent(s) / carer(s): 



Contact details (Telephone and email):



Name of any sibling/s & their dates of births: (if any)



Reasonable enquiries (as set out in the DfE CME Statutory Guidance 2016) must include the following:



· Refer to internal school records and contact any other Agencies known to the child/family



· Following attempts of contact with Parents/Carers, make telephone enquiries to all emergency numbers, sending letters and emails where required/applicable and where possible, home visit by staff member



· If any known siblings at another school, check with that school to gain any possible additional information




· Contact with friends and relatives of the pupil



After no longer than 10 school days, or when all enquiries have been exhausted by Schools and Settings, and the whereabouts of the pupil remains unknown, please refer to the Education Welfare Service by completing CME 2 Referral form and forward securely to:



educationwelfare@cheshirewestandchester.gov.uk



                         REFERRAL                                       
CME 2    

    




  To be completed and submitted to Education Welfare Service 




no longer than 10 school days of unauthorised absence, after school have made all reasonable enquiries (as set out in the DfE CME Statutory Guidance Sept 2016) where their own checks have failed to locate a missing child and the new home address remains unknown 




				











Name of Last Known School:  




Child/ren’s Names:




				First Name



				Surname



				DOB



				M/F







				



				



				



				







				



				



				



				











				







				Does the Parent/Carer require assistance from translation services



				Yes/No



				Does the Parent/Carer require assistance completing forms?



				Yes/No











Name of Parent/Carer:




                                                                                                                                                                                       



Last Known 




Home Address 




& Contact 



Details: 








Date child/ren last attended school: 




Please provide a brief resume of checks already completed by school or setting (ie date of attempted contacts with parent/carer, extended family members or emergency contacts, date of home visit and possible liaison with sibling schools, where applicable etc)




				












				Please indicate if child/ren is/are currently subject to



(please indicate)



				Education Health Care Plan (SEN)



				Child Looked After



(CLA)



				Child In Need



(CIN)



				Child Protection



(CP)



				Gypsy, Roma, Traveller (GRT)







				



				Yes/No



				Yes/No



				Yes/No



				Yes/No



				Yes/No











				ADDITIONAL INFORMATION



				Yes/No







				Are you aware of any risks to officers visiting the home? E.g. History of domestic abuse, aggressive dogs  



				







				What date/location was the child last sighted by school or another professional?



				











				Name of Referrer and Position:



				







				Date form submitted:



				











CME 2 Referral Form to be sent securely to Education Welfare Service at:                                         educationwelfare@cheshirewestandchester.gov.uk



                 



                                NOTIFICATION OF CME

Notification of Removal from School Roll




The Education (Pupil Registration) (Amendment) Regulations 2006




Please type all information and ensure this form is emailed securely to the CME & Pupil Tracking Officer, at cmeandpupiltracking@cheshirewestandchester.gov.uk



  each time you remove a pupil from school roll when reporting a child or young person missing from education, where their current location remains unknown, following 20 consecutive school days of unauthorised absence, after all “reasonable enquiries” have been made and the CME process has been completed, eg previous submission of CME 2 Referral to Education Welfare Service.



				Name of last known School



				











The name/s of the following child/ren have been removed from the school roll:



				Name of Child/ren







				







				Date of Birth(s)



				







				Last known home address








				







				Name of Parent/Carer








				







				Last known telephone number/s and email address



				







				UPN(s) 








				







				Date of last attendance:








				



				Date taken off School Roll



				







				Are there any known siblings attending other schools? If so, please provide further information



				











 Please indicate if currently:   (add N/A if not applicable)



				Please indicate if child/ren is/are currently subject to



(please indicate)



				Education Health Care Plan (SEN)



				Child Looked After



(CLA)



				Child In Need



(CIN)



				Child Protection



(CP)



				Gypsy, Roma, Traveller (GRT)







				



				Yes/No



				Yes/No



				Yes/No



				Yes/No



				Yes/No











If the pupil’s current location or education setting is unknown, previous submission of CME 2 Referral to Education Welfare Service and completion of CME procedure MUST have been completed, prior to removal of child’s name from school roll, following 20 consecutive school days of unauthorised absence




Please ensure CTF is uploaded via S2S website referring




 to Department of Education Guidance using coding XXXXXXX




Name:   



Position:




Designation: 





Date: 




[image: image1]  
   Pupil Tracking Notification  




     


   
   Notification of Removal from School Roll 




                

The Education (Pupil Registration) (Amendment) Regulations 2006



      Please ensure this form is emailed securely to the CME & Pupil Tracking Officer, at 




cmeandpupiltracking@cheshirewestandchester.gov.uk



This form must only be completed to report when a pupil’s name is removed from school roll following transfer to a school located in another Local Authority area or there has been a change of home address into a different Local Authority; withdrawal to become Electively Home Educated; has transferred to attend an Independent school; has moved abroad.  These changes must also be reported at primary to secondary transition phase



				Name of School



				











The name/s of the following child/ren has/have been removed from the school roll:




				Name(s)








				







				Date of Birth(s)



				







				Last Known Address in Chester West and Chester








				







				New Home Address -  please indicate “N/A” if unchanged








				







				Parent/Carer Name 








				







				Tel No/email address








				







				Details of new education provision eg school name/Elective Home Education etc



				







				UPN(s) 



				







				Reason for removal








				







				Date removed from School Roll



				











				Please indicate if child/ren is/are currently subject to



(please indicate)



				Education Health Care Plan (SEN)



				Child Looked After



(CLA)



				Child In Need



(CIN)



				Child Protection



(CP)



				Gypsy, Roma, Traveller (GRT)







				



				Yes/No



				Yes/No



				Yes/No



				Yes/No



				Yes/No











If new school is known, where possible, please upload CTF directly to new school via S2S website.




However, if new school or education provision not known, please upload CTF via S2S website referring




 to DfE Guidance for appropriate coding, eg MMMMMMM,  XXXXXXX or 896LLLL



Name:  




Designation: 






Date: 
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APPENDIX 1











PUPIL MISSING FROM SCHOOL











Further support may be required from Key Partners, eg Education Welfare Service, School Admissions or Health Agencies, or School may be required to complete a PTN to notify of move away from CWaC, transfer to Independent School or EHE

















Upon completion of CME Process and following 20 consecutive school days of unauthorised absence, School removes the child’s name from the school roll and submits completed CME 3 Notification securely to 





CME & Pupil Tracking Officer at





� HYPERLINK "mailto:cmeandpupiltracking@cheshirewestandchester.gov.uk" �cmeandpupiltracking@cheshirewestandchester.gov.uk�





CTF is subsequently uploaded to S2S adhering to DfE Guidance





























Child not traced









































1 to 10 school days











CME  Referral Closed











Child not traced

















School follow established school absence policy and where applicable, make all reasonable enquiries as set out in DfE Statutory Guidance Sept 2016























Child 





traced

















Further support may be required from Key Partners, eg Education Welfare Service, School Admissions or Health Agencies, or School may be required to complete a PTN to notify of move away from CWaC, transfer to Independent School or withdrawn to become EHE

















School submits completed CME 2 Referral to the Education Welfare Service at: 





� HYPERLINK "mailto:educationwelfare@cheshirewestandchester.gov.uk" �educationwelfare@cheshirewestandchester.gov.uk�











CME Process CME 2











Child Located











CME 2 referral received by EWS  





EWS undertakes home visit within 5 working days of receipt of referral and will make further local enquiries, whilst continuing to liaise with the referring school, partner agencies and CME Officer, where appropriate















































10 to 20 school days

















A child’s name can only be removed from a school roll following 20 consecutive school days of unexplained absence and following completion of CME process and submission of CME3 Notification to CME & Pupil Tracking Officer, in accordance with Reg 8 Education (Pupil Registration) (England) DfE revised CME Statutory Guidance Annex A











APPENDIX 2

















CME 3 Notification received by CME & Pupil Tracking Officer













































































20 School Days











	CME & Pupil Tracking Officer will 





Confirm all information received is correct





Review all available data systems, eg ESCR, K2S, CTF, CYPD etc





Liaise and pursue enquiries with relevant Internal and External Key Partner Agencies etc

















If Child Not Found











If Child Located











CME & Pupil Tracking Officer will:





Liaise with School and all relevant professionals to advise them with relevant information 





Update appropriate systems with current information





Where applicable, liaise with “receiving Local Authority to ensure “safe” arrival of pupil 





Ensure school have uploaded CTF to appropriate destination





CME referral closed











CME & Pupil Tracking Officer will:





Discuss with relevant Local Senior Leads and if aware of any previous or current social care or safeguarding concerns, will liaise with Local Safeguarding Manager





Update relevant systems with current information





Ensure CTF has been uploaded to Missing Pupil data system on s2s

















If Child Found











If Child Not Found











Pupil will remain on CME cohort and will be subject to ongoing review until subsequently located.











 Missing Pupil Alert posted via DfE s2s











CME 1



































CME 3
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Elective Home Education is education provided other than
at school, usually by parents teaching their own children at

home.

This information is designed to set out for parents and carers:
e the legal position on educating children
e the processes involved, and

e where you may find additional information and support

Do you have to send your child to school?

Parents have a responsibility to provide an education for their children. Section 7 of
the Education Act 1996, states
“The parent of every child of compulsory school age shall cause him to receive
efficient full-time education suitable-

(a) to his age, ability and aptitude, and

(b) to any special educational needs he may have,

either by regular attendance at school or otherwise.”

Most parents send their children to school. Staff in school are trained in teaching
and schools have the resources to offer children varied experiences and
opportunities for making friends. Parents do have the right to arrange for their
children to be educated other than by attendance at a school and a small number of

parents choose to educate them themselves.

Our approach to home education is that:

e We believe schools in our Local Authority (LA) offer children opportunities to
achieve their potential.

e We respect the right of parents and carers to choose to educate their children at
home.

e We wish to work in partnership with parents and carers who wish to home

educate to help them meet the challenges.









What are the duties of parents?

It is the duty of each parent:

e To ensure that your school age child is educated.

e To delegate that duty to a school, or carry it out yourself.

¢ To ensure the education provided is efficient and full time.

o To ensure the education is suitable to the child’s age, ability and aptitude.

o If your child has special education needs, the education must meet their needs.

Safeguarding

The Local Authority also has a duty to safeguard and promote the welfare of all
children — including children who are home educated (section 175 Education Act
2002).

In a very small number of cases the LA may insist on seeing children in order to
enquire about their welfare where there are grounds for concern, e.g. if there was

evidence that a child was at risk of harm or neglect.

Parents may choose to employ others to educate their child, though they themselves
are still responsible for the education provided. In these circumstances, parents are
responsible for ensuring that those whom they engage are suitable to have access to
children. It is strongly recommended that parents arrange for a Criminal Records
Bureau check prior to employment and that they are arrangements are made for

ongoing supervision.

What do you need to consider?

Most parents think long and hard about taking the step to educate at home. It is

worth considering these issues:

e Educating your child outside the school system will require a major commitment
of your time.

e There is no financial assistance for home educators; so inevitably, some expense
will be incurred for families, including entry to exams. However, we live in an

“information rich society”, and there is a vast amount of educational information









available for free. Regular use of the library means that you do not have to buy
lots of books, and you can access information by using the internet at home and
at the library.

e Attendance at school is often about more than just schoolwork. Many of the
lessons learned are about how to get on with other people.

e It may be difficult for one person to provide a broad education, or the range of
subjects your child wishes to learn about.

¢ If you want your child to return to school at some point, or take public exams, you

will need to think how you will make this an easy step for your child.

What is the legal duty of the Local Authority?

The law requires Local Authorities to act if it appears that parents are not providing a
"full —time” “efficient’ and “suitable” education, which takes account of “their age,

ability and aptitude and any special needs that the child may have.”

We will arrange for a representative of your Local Authority to contact you to discuss
your educational philosophy. An LA representative may request to meet with you to

discuss the education you are delivering.

What is an “efficient and suitable education”?
An interpretation by the judiciary of these words in the Education Act 1996 is that the

education should prepare a child for life in the modern society and enable them to

make progress towards their potential.

Schools maintained by the State are required to teach these National Curriculum
subjects:

e English

¢ Mathematics

e Science

e Art and Design

e Geography

o History









e Music

e Physical education

e A foreign language (for children over 11)

e Technology

¢ Religious Education

e Personal, Social, Health Education (PSHE)

¢ Information Computer Technology (ICT)

If you are educating your child at home, you are not required to follow the National
Curriculum. However, it provides a useful guide and if at a later date your child
returns to school, it could make re-integration into mainstream schooling much
easier. Copies of the National Curriculum are available from the Department of

Education on their website www.education.gov.uk. Should you wish to enter your

child for public examinations, such as GCSE, you will need to contact an

Examination Board directly.

When deciding how much time to devote to your child’s education you may find it
helpful to know that the Department for Education and Skills recommends the
following weekly teaching hours:

e 21 hours for 5-7 year olds

e 23.5 hours for 8-11 year olds

e 24 hours for 12-16 year olds

Pupils are required to attend school for 190 days each year.

Education should impart knowledge but also help children develop a range of life
skills. You should consider how the education you provide would help your child to
develop:

e communication skills

e observation and awareness skills

e problem solving skills

e creative and imaginative skills

e numerical skills









e physical skills

¢ personal and social skills

If | decide to educate my child at home, what do | need to
do?

If you are withdrawing your child from school, you are required by law to de-register
from that school. The pupil's name can only be removed from the admission register

of a school after you have given written notification to the school that your child is

receiving education otherwise than at school.

If your child has never been registered at a school, please inform your Local
Authority of your intention to home educate, using the relevant contact details at the

back of this booklet. Information will then be passed to the relevant LA.

It is different for children who are pupils at a special school. To withdraw children
from special schools, the consent of the Local Authority is required. This regulation is
to ensure that Children’s Services can continue with their responsibility for children
with special needs. Consent will be made after the first visit of the Children’s
Services, if appropriate. Parents have a right to make representations to the
Secretary of State in cases where the LA does not agree to home education in these

circumstances.

What happens next?

The school will inform the Local Authority that you are taking responsibility for your

child’s education. The LA will let you know that your child’s name has been taken off

the school roll and:

e We will send you some background information on home education.

e An Elective Home Education LA representative will contact you requesting a visit.
After the visit you will receive a written report of your discussion.

e If your child has a statement of special educational needs, the LA continue to
have a statutory duty to undertake an annual review. You and your child will be

invited to these.









You can decide how you wish to show evidence of your child’s education.

What ways are there to show evidence of a suitable

education?

If you decide to educate at home the Local Authority will approach you to ask for

evidence that your child is receiving an efficient and suitable education. You could do

this in a number of ways.

You may for example:

Meet the LA representative at home, to discuss work and progress.
Meet the LA representative elsewhere, to discuss work and progress.
Write a report.

Provide examples and date work. Use a log to record the learning.
Have the work endorsed by a recognised third party.

Provide evidence in any other form.

A few do’s and don’ts

Do: Think long and hard about it. It is a great responsibility and a considerable
commitment of time and energy. Don't take your child out of school just because

you have had a disagreement. Do speak to the Head Teacher or the LA.

Do consider contacting:
The Local Authority Elective Home Education representative (details at the
back of this booklet)
The school's Attendance Officer
Your school Health Advisor
Useful websites and addresses at the end of this information pack
Do plan and discuss what you intend to do with your child before making a
decision.
Do look at the costs that may be involved — educational visits, equipment, books
and exam entry fees.

Do provide opportunities for your child to be involved in social activities.









Do keep your options open. Your child’s needs may change at different ages and
stages. The LA will always be willing to find a place for your child at a school,

which can best provide for his/her needs.

What if it appears to the Local Authority that a suitable

education is not being provided?

We aim to work in partnership with parents. We find most concerns can be

addressed without entering into statutory procedures.

If there are concerns about the education a child is receiving:

We will inform the parent in writing of these concerns.

There is then an oppportunity to adapt the education being provided, so that it is
meets the necessary requirements.

A further arrangement is then made to review the work that the child is doing. If
this appears to Children’s Services that a suitable education is being provided, no
further steps are taken.

If it still appears that an efficient and suitable education is not being provided for
the child, the Local Authority is required to make an Attendance Order. This
requires parents to register their child at school. Where parents do not do so, a
court summons may then be issued.

At any stage during this process, the parents may present evidence that they are

now providing a suitable education and have the order revoked

If | want my child to return to school, what do | do?

You can make an application to any appropriate school. Altermatively, you can

discuss this with your Elective Home Education LA representative, who will be able

to help you.









Good Practice Example: Primary Aged Children

Draw up a base line of where your child is

What can | do?

Reading

Handwriting @
Talking

Listening

Maths

IT skills etc...

)

G 3

©

Establish goals that will meet your chiid’s needs, for example;

I will attempt to use multiplication facts to learn about division

I will think about how to be ‘greener’ in our house

| will read a new book each week

| will join @ gymnastics group

Establish a routine;

Keep a log or diary

What activities are planned each week

What do | know?
Words | can spell
Stories | can retell

Times tables | know etc...

Monday Tuesday

Wednesday

Thursday

Friday

Mobile Library Gymnastics

Green project

Book review

Go to see friends
at play area










@ Review and discuss

Go back and review work. What was learned?

©

Link the learning together, for example

Mathematics

What is the perimeter of my house?

History Art
Research the history Make a line drawing
of my house, how old etc of my house in biro

Science English
What materials were Imagine fairies lived

used to build my house in my house, write a story









Helpful Contacts

EHE Service

o A srenive v
Y. ebucaTion service

www.electivehomeeducationservice.co.uk

A service established by Knowsley, Cheshire West and Chester,
Liverpoo!, Warrington and Wirral Councils to provide guidance
and support to all parents either considering or actively delivering
home education services.

DiE

Depariment fo:
Education

www.education.gov.uk

The Department for Education is responsible for education and
children’s

services. This is a useful site for GCSE information.

Home Education Advisory
Service

SRy

www.heas.org.uk (01707) 371854

HEAS offers information for home educators, including advice
about educational materials, resources, GCSE examinations,
special educational needs, information technology, legal matters
and curriculum design. HEAS produces a range of leaflets and the
Home Education Handbook.

GoldStar Café

www.qglodstarcafe.net 0845 6808 100

GoldStar Cafe is a protected online learning community where 11
to 14 year old secondary school kids can meet friends, have fun
and learn.










CGP Books

£
E &
o i

-Car

www.cgpbooks.co.uk

From Primary to A-Level, SATS to GCSE... a large selection of
revision and practice material

Parentline Plus

e Parentlineplus
becouse insl-udions aren'l included
$NOBOD 800 2222

vivew paractineplus org vk

www.parentlineplus.org.uk 0808 8002222

Parentline Plus works to offer help and support through an
innovative range of free, flexible, responsive services - shaped by
parents for parents.

Superclubs Plus

5 SUPERCLUBS 7.

www.superclubsplus.com

SuperClubsPLUS is a protected Social Learning Network where
primary school kids can meet friends, have fun and learn cool
stuff.

Parentscentre

¥ parents:

itping pou s el yeur chitd

www.pareniscenire.qov.uk

Information and support for parents on how to help with your
child's learning

Worldwide Education Service

www.weshome.demon.co.uk/teach.htmi

WES Home School Service is designed to create a school in the
home where parents teach their own children. Courses in English,
Mathematics, Science, Humanities (5-14 yrs) and Reception (4-5
yrs) are offered. Teaching support and assessment are provided
by WES personal tutors - highly qualified and experienced UK
teachers.










The Advisory Centre for
Education (ACE)

[N
i

dce”

advisory centre
for education

www.ace-ed.org.uk

The Advisory Centre for Education (ACE) is a national charity that
provides advice and information to parents and carers on a wide
range of school based issues including exclusion, admissions,
special education needs, bullying and attendance.

The above websites have been selected as potentially relevant to individuals sourcing information
relevant to elective home education. We do not link to external sites in return for cash, services or
any other consideration in kind. More specifically:

e The inclusion of a link to an external website from the EHE Service should not be understood
to be an endorsement of that website or the site's owners (or their products/services); and

e The views expressed within external websites are those of the site’s owners and unless
specifically stated are not those of the EHE Service.
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Cheshire West and Chester Council



Attendance & Punctuality Policy including EBSN 2022/23
Template







Introduction and Aim







[bookmark: _Hlk104476833]<insert school> recognises the importance of good attendance and the impact it has on children’s progress, attainment, enjoyment of learning and relationships within school. Good attendance helps a child to realise their potential and ensure they are motivated, confident and enjoy a diverse range of curricular opportunities and experiences. Our school policy and prospectus promote good attendance, which is recognised and rewarded as an achievement. The school monitors attendance and ensures quick and early intervention if a problem is identified. We recognise that whole school preventative and proactive approaches are key to promoting children wellbeing and attendance.  A child must attend school every day that they are required to do so unless an exceptional circumstance applies. 



[bookmark: _Hlk60750019]Our policy is accessible to leaders, staff, pupils, and parents, and is published on our school website. It will be sent to Parents with any initial information when pupils join the school and reminded of it at the beginning of each school year and when it is updated. As the barriers to attendance evolve quickly, the policy should be reviewed and updated as necessary. In doing so, we will seek the views of pupils and parents. The Attendance & Punctuality Policy is based on the premise of equal opportunities for all.







1. Legislation







Regular and punctual attendance at school is a legal requirement. Regular attendance is essential to enable children to maximise their educational attainment, opportunities and further development.



· Section 7 of the Education Act 1996 states that “The parent of every child of compulsory school age shall cause him/her to receive efficient full-time education either by regular attendance at school or otherwise”.  



· Section 444 (1) of the Education Act 1996 states that “if a child of compulsory school age who is a registered pupil at a school fails to attend regularly at the school his parent is guilty of an offence”.



· Section 576 Education Act 1996 - Meaning of “parent”



For the purposes of Education Law, the definition of a ‘parent’ and who is responsible for ensuring regular attendance to school is:



· all biological parents, whether they are married or not



· any person who, although not a biological parent, has parental responsibility for a child or young person - this could be an adoptive parent, a step-parent, guardian or other relative



· any person who, although not a biological parent and does not have parental responsibility, has care of a child or young person.  This could be one parent, both parents and/or carer/s.







2. Registers







Registers provide the daily record of attendance of all pupils.  They are legal documents and the register may be required in a court of law, for example as evidence in prosecutions for non-attendance in school.







‘Education (Pupil Registration) (England) Regulations 2006’ (section 6)



Schools must take the attendance register at the start of the first session of each school day, morning (a.m.)  and once during the second session, afternoon (p.m.). 







On each occasion they must record whether every pupil is: 



• Present



• Attending an approved educational activity



• Absent 



• Unable to attend due to exceptional circumstances.







The school should follow up any absences to: 



• Ascertain the reason



• Ensure the proper safeguarding action is taken 



• Identify whether the absence is approved or not; and, 



• Identify the correct code to use before entering it on to the school’s electronic register, or management information system as a priority and returned to the school office in a timely manner. This is used to download data to the School Census.



· Consider early identification, assessment, intervention and support processes that may need to be implemented.







The register should be marked using the codes as advised by the Department for Education (DfE) ‘Working together to improve School Attendance Guidance’ (for maintained schools, academies, independent schools and local authorities) https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1073616/Working_together_to_improve_school_attendance.pdf  (See appendix 3.)







3. Procedure 







Children are expected to attend school regularly, unless there is good reason for absence.



There are two types of absence:



· Authorised (where the school approves a pupil absence)



· Unauthorised (where school will not approve the absence)







The school has a duty to safeguard all its pupils. If a child is absent, the parents/carers should inform the school on the first day of absence and each following day of absence, stating the reason. 



<insert Information and contact details of the school staff who pupils and parents should contact about attendance on a day to day basis (such as a form tutor, attendance officer etc>



< insert Information and contact details of the school staff who are responsible for more detailed support on attendance (such as a head of year, pastoral lead or family liaison officer etc>



The name and contact details of the senior leader responsible for the strategic approach to attendance in school is <insert name>



The school office will make contact with home when a child is absent, and the parent/carer has not notified the school of the absence. If no contact can be achieved or the reason for absence is not accepted the absence will be unauthorised.







4. What can parents/carers do to help and working in partnership with Parents/ Carers







Let the school know straight away why your child is absent. Home/school communication is



extremely important in supporting your child to achieve and feel settled in school. Try to make any dental/GP appointments outside of school time















It is pertinent that school and parents / carers work together with a shared plan and outcomes when supporting a child / young person’s attendance and wellbeing. If despite persistent attempts to work with parents, there continues to be a lack of engagement, then legal procedures may be followed to secure engagement and school attendance 







As a school we recognise that building respectful relationships with families and working in collaboration is essential to ensuring the best outcomes for children / young people. We require all parents to actively support the work of the school, including promoting attendance and engagement. We are committed to ensuring that systems and processes are in place with regards to promoting attendance and would encourage parents to make contact if they have concerns about their child. 







We will provide parents / carers with information about Emotionally Based School Non-attendance to discuss needs and strategies to support their child, as appropriate (see EBSN Parent Leaflet).  







5. Absence Monitoring







School robustly monitor and analyse attendance data to promptly identify and address possible concerns and allow for early interventions to support the child/family’s underlying needs. This will include – 



· Weekly attendance code analysis 



· Specific cohort and group monitoring – particularly for vulnerable groups i.e. children with a social worker 



· Monitoring of lesson attendance across all subjects 



· ‘Welcome back’ meeting for all pupils that have been absent for 5 days – to check wellbeing and ensure there are no ongoing needs that will impact on attendance 



· The school’s strategy for using data to target attendance improvement efforts to the pupils or pupil cohorts who need it most. 



· • The school’s strategy for reducing persistent and severe absence, including how access to wider support services will be provided to remove the barriers to attendance and when support will be formalised in conjunction with the local authority. 







6. Early Identification and Intervention: assess, plan, do and review  







Every pupil has a right to a full-time education and <insert school> sets high attendance expectations for all pupils.  <insert school> will consider the individual needs of pupils and their families who have specific barriers to attendance and will consider our obligations under the Equality Act 2010 and the UN Convention on the Rights of the Child.



For any child / child person who is absent from school it is essential to fully understand the reasons for this so that targeted, evidence-based interventions and support can be put into place. All staff have a part to play in promoting attendance. We recognise the importance of ensuring that key members of staff from across the school, including Form Tutors, attendance, pastoral and SEND staff work in collaboration to consider and identify the holistic needs of the child/young person and to overcome barriers to attendance. In accordance with the principles of early intervention, a graduated approach of assess, plan, do and review will be followed utilising a arrange of school-based resources, evidence-based interventions and seeking advice and support from external services at an appropriate stage, when needed. 







Appropriate assessments will be important to help understand the underlying reasons that may be contributing to attendance difficulties. This may be an assessment that focuses on the individual child’s needs such as an SDQ, SEND assessments and wellbeing assessments or may include the holistic needs of the family, such as a TAF assessment. Assessments will include the views of the child/young person as well as parents/carers, and identify strengths (what is working well) and needs (what is working less well). 







Assessments undertaken may identify that a child/young person is experiencing underlying emotional based needs that are contributing to non-attendance. Cheshire West and Chester Council has developed guidance for schools - Emotionally Based School Non-attendance: Good practice guidance for schools (revised November 2021). This is a whole school framework with a graduated approach to support the early identification and intervention of children/young people who may struggle to cope in school/attend school. 







Information from assessments will inform a SMART action plan with focussed targets developed in partnership with families, and other services as appropriate. For example, Early Help and Prevention and Social Care may have a part to play in the delivery of support and intervention to promote engagement and attendance. SMART plans should be personalised to effectively meet a child / young person’s needs and improve attendance and wellbeing outcomes. 







Regular reviews of support and attendance plans are essential to monitor the impact of interventions and to adjust these accordingly. If, despite targeted support and intervention, attendance and wellbeing concerns persist, we may seek further advice and support from external services including mental health services, specialist teaching and education services (insert further services). 







7. Medical Absence







Absence due to sickness should be reported to the school by phone or using the <insert app> on the first day of absence. The school should be kept informed during longer periods of absence. School will contact parents during the first day if no satisfactory reason for absence has been received.  







Any medical absences in excess of 5 days (10 sessions) per academic year will need to be supported by medical evidence. If no medical evidence is received, then the absence may be recorded as unauthorised.  The school will work with all families on an individual basis if medical absences



exceed the maximum threshold.







If a medical absence is likely to be ongoing or long term, then we will offer support in accordance with the school’s policies and statutory guidance relating to Children with health needs. https://www.gov.uk/government/publications/supporting-pupils-at-school-with-medical-conditions--3.   As a school we need to plan how children can access Education and how and when the child will return to school. In accordance with the Equality Act 2010 the school must also demonstrate that reasonable adjustments are made to meet child’s Educational Needs. 



[bookmark: _Hlk76480755]For children who have a medical condition and cannot attend school, the school will refer to the Cheshire West and Chester Council’s Medical Needs Team.  https://www.cheshirewestandchester.gov.uk/documents/education-and-learning/medical-needs-service/medical-needs-policy-latest.pdf







Their policy states that referrals must come directly from the child’s school and must be supported by medical evidence from one of the following health professionals:



· consultant paediatrician or adolescent psychiatrist



· consultant child psychiatrist



· hospital consultant



Supporting evidence from a General Practitioner alone cannot be accepted. 



8. Lateness and Punctuality 







School begins <insert time>, and all pupils are expected to be in school for registration at that time.







· Register taken at <insert time>



· Registers close <insert time>







Any child who arrives after the gates are closed must enter the school by the main entrance and report to the school office to sign in. If pupils are not in class when the register is taken, they will be coded as ‘L’. Any late arrivals after <insert time> will be coded as ‘U’ which is an unauthorised absence for that session.







In accordance with the ‘Education (Pupil Registration) (England) Regulations 2006’, if your child arrives after the registers close, they will receive a mark, code U, that shows them to be on site, but this will not count as a present mark and it will mean they have an unauthorised absence. This may mean that you could face the possibility of a Fixed Penalty Notice or other legal action if the problem persists.  







Children who are consistently late for school are disrupting not only their own education, but also that of other children. Where persistent lateness gives cause for concern, you will be invited to a meeting to resolve the issues.  If there is no improvement following this meeting, further action will be taken which may include referral to external agencies. 



You may approach the school at any time for support and advice if you are having difficulty getting your child to school on time or maintaining regular attendance. 







9. Unauthorised Absence and Fixed Penalty Notice







An absence may be coded as ‘unauthorised’ if:



i. no reason for absence has been given



ii. medical evidence is not received when requested



iii. a request for a leave of absence has been unauthorised



iv. a pupil arrives at school after registration has closed at <insert time>.







Parents/carers should be aware that <insert school> may contact the Local Authority if a pupil has 10 or more unauthorised absences in the current term with a view to issuing a Fixed Penalty Notice or other legal action. The Fixed Penalty Notice is issued individually to each parent/carer who fails to ensure their child’s regular attendance at school. The Penalty is £60 per parent/carer per child if paid within 21 days rising to £120 if paid within 28 days. Non-payment of the Fixed Penalty Notice may result in prosecution in the Magistrates court (see appendix 1).







10. Application for Exceptional Circumstances







In September 2013, amendments to the Education (Pupil Registration) (England) Regulations 2006, make it clear that Head Teachers may not grant any Leave of Absence (holiday) during term time unless there are ‘exceptional circumstances’







The Head Teacher and the Governing Body will determine what constitutes an exceptional



circumstance on an individual basis. If parents/carers need to request Exceptional Leave of Absence, they must complete an ‘Exceptional Leave of Absence’ form available from the school office. It should be noted that if any application is declined and absence occurs of a consecutive 5 or more unauthorised days, then school may apply to the Local Authority for a Fixed Penalty Notice to be issued to each parent/carer.







The following will not be deemed to be exceptional circumstances:



· Family holiday



· Availability of less expensive holiday



· Availability of holiday accommodation



· Parent/carer’s working commitments



· Holiday pre-booked by another family member







A child’s absence during term time seriously disrupts their continuity of learning. Not only do they miss the teaching on the days they are away but are less prepared for the lessons building on that teaching when they return to school. There is a consequent risk of under achievement, which we must seek to avoid.



The Governing Body is responsible for ensuring any attendance issues are dealt with in line with school policy.







11. Religious Observance







We recognise that some pupils may need to participate in days of religious observance.



Where a day of religious observance.







· falls during school time and



· has been exclusively set apart for religious observance by the religious body to which the pupil belongs



We ask that parents/carers notify <insert school> in writing in advance where absence is required due to a religious observance.







12. Enforced School Closure







If <insert school> was forced to close for a period of time, we have the facility to operate an



online virtual school. The expectation is children will still engage with ALL activities when work is set. Procedures for online learning will be sent to parents as and when required.







13. [bookmark: _Toc50626554]Impact



All pupils will achieve well by developing knowledge and skills on their journey through school. Due to robust monitoring of attendance, all pupils, including vulnerable children and children with special educational needs and disabilities (SEND), will have fair and equitable access to school in order to achieve the best possible outcomes. Pupils will leave <insert school> ready for a successful transition to secondary education/further education or employment.



































The table below sets out the attendance targets and at what stage parents/carers will be contacted about their child’s attendance. 



[image: Diagram

Description automatically generated]



See appendix 2 for further breakdown of missed sessions. 
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Appendix 1



Cheshire West & Chester



Code of Conduct for Education Fixed Penalty Notice (Unauthorised Leave of Absence & Irregular



Attendance)







1. A Fixed Penalty Notice (FPN) can only be issued in cases of unauthorised absence.



2. A maximum of two FPNs may be issued in an academic year and these FPNs may be issued against each parent/carer of a child. Once two FPNs have been issued, should there be further unauthorised absences, the Local Authority are able to move to prosecution immediately.



3. A FPN may be issued per parent per child.



4. Penalty Notices may be considered appropriate if:



· Unauthorised absences of at least 10 consecutive school sessions (five school days).



· Sessions either side of a weekend or school holiday will be counted as consecutive school days.



· For poorly attending learners, at least 10 sessions (five school days) lost due to unauthorised absence during a school term. These do not need to be consecutive.



· For poorly attending learners, persistent late arrive at school in a term. Persistent means at least 10 sessions of late arrival.



· The presence of an excluded child in a public place in the child’s first five days of exclusion.



6. The school must notify parents of the Attendance Policy and clearly state that parents may receive an FPN for an unauthorised leave of absence relating to holiday in term time.



7. Schools and the Education Welfare Services will take into account any exceptional circumstances when determining whether to issue a FPN.
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Appendix 2



What does ‘percentage attendance’ mean?



Parents/carers should be advised that from September 2015 the Government have categorised those pupils who have attendance of 90% and below as ‘Persistent Absence’ pupils (P.A.). RSA will be specifically targeting this cohort of pupils, in an effort to improve their attendance in the future. The table below shows the learning time lost against percentage attendance figures.



				Attendance during one school year



				Equivalent 



Days 



				Equivalent 



Sessions 



				Equivalent 



Weeks 



				Equivalent Lessons 



Missed 







				95% 



				9 Days 



				18 Sessions 



				1.4 Weeks 



				45 Lessons 







				90% 



				19 Days 



				38 Sessions 



				3.4 Weeks 



				95 Lessons 







				85% 



				29 Days 



				58 Sessions 



				5.4 Weeks 



				145 Lessons 







				80% 



				36 Days 



				72 Sessions 



				7.1 Weeks 



				180 Lessons 







				75% 



				48 Days 



				96 Sessions 



				9.3 Weeks 



				240 Lessons 
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Appendix 3



Absence Codes: 



According to the DfE guidance the following codes are used on the register. 











				Code I



				Illness



				Schools can request medical evidence from parents/carers if they feel the authenticity of an illness is in doubt. 







				Code M



				Medical or dental appointments



				Parents/Carers are encouraged to arrange appointments out of school hours but the school will authorise if confirmation of the appointment is provided.







				Code C



				Other circumstances



				This code will be used for any authorised non-medical reasons for a child’s absence from school, i.e. – family funeral.







				Code D



				Dual Registered



				This code will be used if a pupil is registered at two schools.







				Code J



				Interview 



				This code will be used when it has been agreed that the pupil can miss school to attend an interview or entrance exam







				Code P



				Approved sporting activity 



				This code will be used in times of approved sporting activities in school times, i.e. – training sessions, trials and sporting events.







				Code R



				Religious Observation 



				This code is used to cover major religious festivals during term-time. The school will only authorise one day absence for religious events.







				Code V



				Educational visits and trips







				Code W



				Work Experience







				Code G



				Family holiday not authorised by the school or in excess of agreed period







				Code U



				Arrived late to school after 9.30am







				Code N



				Reason for absence not yet provided







				Code O



				Absent from school without authorisation







				Code X



				Not required to be in school (not compulsory school age)























































Guidance for schools – Attendance case working. (School only)







These stages should be followed once a pupil has reached 10 sessions of unauthorised absence and the school is considering the Education Welfare Service’s involvement as current strategies are not improving attendance. 







Stage 1 (within 30 days) 







· Ensure usual attendance policy procedures are being followed 



· Continue normal first day contact etc. 



· Conduct investigative safeguarding home visits.



· Gather information from teaching and support staff regarding the pupil’s strengths and needs – this may include a round robin 



· Meet with pupil to elicit their views about school (eg. what is working well / working less well)  



· Develop a shared action plan in collaboration with parents / carers, pupils and key staff (informed by assessments and to address specific factors underlying non-attendance) 



· Continue to follow assess, plan, do and review cycles focussed on targeted intervention and support – eg. Support and Attendance Plan 



· Make an initial single assessment (simplified TAF assessment) 



· Refer to other agencies as appropriate (e.g iART) 



If parent/carer does not engage with support offered



· Arrange an Attendance Panel Meeting to discuss barriers to attendance, record the voice of the child and complete and ESO checklist 



· Consider an irregular attendance FPN (10-26 sessions unauthorised) 



· Consider a first warning letter for prosecution for more entrenched cases (26+ sessions) 







Stage 2 (within 60 days)







· Continue with usual contact in line with attendance policy 



· Conduct further home visits 



· Discuss case with attendance lead in school 



· Consider Attendance Planning Meeting if there is no improvement following the prosecution first warning letter 



· Issue a final warning letter if no improvement following the Attendance Planning Meeting 



· Consult with Education Welfare Officer to support in preparing witness statement and exhibits of evidence 







Stage 3 (within 90 days) 







· EWO will support in setting up Court File as follows: 



· Statement of evidence S9 



· Exhibits (labelled and numbered) 



· Head teacher certificate 



· Recent registration certificate 











Please note, each section says WITHIN the time scale, so you don’t have to wait until 30 days have passed to take action.







[image: ]	Comment by BROTHERTON, Natalie: Consider including a box around early identification, assessment, support and planning between letter and attendance panel











Emotionally Based School Non-attendance (EBSN)



Emotionally Based School Non-attendance (EBSN) is a term used to describe the needs of CYP who struggle to attend school due to underlying emotional based needs, such as anxiety, unhappiness and despair. These CYP may be reluctant to leave home and can present high levels of distress in response to parents’ attempts to get them to school. This can result in prolonged absences from school. 



EBSN is complex and multifaceted, requiring a holistic approach to assessment and intervention. Good practice guidance emphasises the importance of early identification and intervention to support the needs of CYP who may struggle to attend school, developing a SMART support plan, with timely review processes (CW&C, 2018). 



The EBSN framework is embedded within the school’s Attendance Policy and we use many of the tools and resources to underpin our early identification of need and targeted support and intervention approach. 



Schools can access EBSN training and Guidance (EBSN: Good Practice Guidance for Schools) via: eCWIP for Education - Cheshire West Industry Professionals











































































































































Stage 1 letter 







Our ref: XXXX 



Date 



Name 



Address 







Dear <insert parent/carer name> 







RE: Stage 1 Attendance letter 



<insert pupil name> 



Re: Attendance – XX% 







At <insert school> we have a strong focus on attendance to ensure that all pupils make excellent progress and achieve their very best potential.







Our records show that <insert pupil name> attendance is XX%. (Please see enclosed attendance record). As this is just falling below the national expected minimum of 96% we are therefore writing to offer additional support and to open communication in the hope that we can improve their attendance and ensure that it improves. 







Good attendance is key to ensuring that pupils progress well at school. In addition, your child’s attendance record has to be conveyed in any future reference provided by the school. 



We are hopeful that your child’s attendance will improve and we wish to offer our support and ask that you communicate to us any provision or assistance which you feel may be beneficial or communicate any reasons why you feel that improved attendance may be difficult so that we can work together in supporting your child. 







The aim is for your child’s attendance to improve within the next 4 weeks in order to avoid having to issue a continued attendance concern letter. If you would like to discuss anything in relation to this letter, please do not hesitate to contact me.







Yours sincerely, 











Name



Position







































Medical evidence letter







Our ref: XXXX Date 



Name 



Address 



United Kingdom 







Dear <insert parent/carer name> 







Re: Medical Evidence 



<insert pupil name> Re: Attendance – XX% 







<insert school> places great emphasis upon every student achieving their full potential.  It is important therefore that every student attends the school regularly and participates in the schooling that is offered if they are to make good progress and benefit from the opportunities that school offers. 







It is expected that parents/carers support their child by complying with the law which imposes a duty on parents/carers to ensure that their son/daughters are properly educated.  







I am aware that there have been reasons provided for these absences however to enable us to authorise any future absences due to illness medical evidence will be required.







This can be in the form of:



· Copy of prescription relating to the illness



· A dated note from the GP’s receptionist confirming your visit to the GP



· A medical appointment card



· Evidence of medical prescribed by the GP







May I remind you that after 10 sessions (5 days) of unauthorised absence you may receive a fixed penalty notice warning.







If there is anything that you feel the school should be aware of, or that I can help you with, I would be grateful if you could telephone me at school to discuss this further.







Yours sincerely, 











Name



Position 



































Stage 2 letter 







Our ref: XXXX Date 



Name 



Address 



United Kingdom 







Dear <insert parent/carer name> 







Re: Invitation to Stage 2 Attendance Action Plan meeting 



<insert pupil name> Re: Attendance – XX% 







At <insert school> we have a strong focus on attendance to ensure that all pupils make excellent progress and achieve their very best potential.







Our records show that <insert pupil name> attendance is XX%. (Please see enclosed attendance record). As this is now below the national expected minimum of 96% and a previous letter has been issued to offer support, we are therefore now writing to offer further provision and to strengthen communication by inviting you to come into school on <day, date and time> when we will discuss the matter and form an Action Plan. 







If you would like us to attend the family home or meet at another location please advise us at your earliest convenience. 







I look forward to seeing you at this meeting. If this is inconvenient, please contact me as soon as possible to rearrange a more suitable time. 







Yours sincerely, 











Name



Position 
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Our ref: XXXX 



Date 



Name 



Address 



United Kingdom 







Dear <insert parent/carer name> 







Re: Invitation to Stage 3 Attendance planning meeting after no response 



<insert pupil name> Re: Attendance – XX% 







I am writing to you regarding the previous letter I sent out requesting a meeting regarding <insert pupil name> attendance record. Unfortunately, I have had no response. 







Our records show that <insert pupil name> attendance is XX%. (Please see enclosed attendance record). This is below the national expected minimum of 96% and is therefore a cause for concern. 







You are invited to attend a meeting to be held at <insert place> on <day, date and time>. 







The purpose of the meeting is to discuss a way forward in improving your <insert pupil name> attendance. A representative of the Local Authority may be present at this meeting to ensure that we can form a robust action plan and make rapid progress due to the fact that the previous meeting has not been attended. 







You are urged to attend this meeting as failure to do so may result in a fixed penalty notice being issued against you. 







Yours sincerely, 















Name



Position











Stage 3 letter (b)







Our ref: XXXX 



Date 



Name 



Address 



United Kingdom 







Dear <insert parent/carer name> 







Re: Invitation to Stage 3 Attendance planning meeting after no improvement 



<insert pupil name> Re: Attendance – XX% 







I am writing to you regarding the previous meeting regarding <insert pupil name> attendance record. Unfortunately, their attendance has not improved and there is now a more serious concern about their welfare and educational needs being met. 







Our records show that <insert pupil name> attendance is XX%. (Please see enclosed attendance record). This is now well below the 96% expected minimum and is therefore a major cause for concern. 







You are invited to attend a meeting to be held at <place> on <day, date and time>. 



The purpose of the meeting is to discuss a way forward in improving your <insert pupil name> attendance. 







A representative of the Local Authority may be present at this meeting to ensure that we can form a robust action plan and make rapid progress due to the fact that your child’s attendance is not improving. 







You are urged to attend this meeting as failure to do so may result in a fixed penalty notice being issued against you. 







Yours sincerely, 















Name



Position







Letter after Stage 3 – Attendance Action Plan 







Our ref: XXXX 



Date 



Name 



Address 



United Kingdom 







Dear <insert parent/carer name> 



<insert pupil name> Re: Attendance – XX% 







I am writing to you regarding the recent meeting which we had concerning <insert pupil name> 



attendance at the <insert school>. 







I have enclosed a copy of the Action Plan for your information and attention. 







May I take this opportunity to inform you that: under Section 444 of the Education Act 1996, you have a legal responsibility to ensure that <insert pupil name> attends the <insert school> regularly. Failure to do so may lead in legal action being taken against you by the Local Authority resulting in prosecution. 







Thank you for attending the recent meeting; it is only by all working together that we can achieve the best possible educational and social outcomes for our pupils. 











Yours sincerely, 











Name



Position











































































Letter after failure to attend Stage 3 meeting 



Our ref: XXXX 



Date 



Name 



Address 



United Kingdom 







Dear <insert parent/carer name> 



<insert pupil name> Re: Attendance – XX% 







As you failed to attend a meeting on <day, date and time>, you are now invited to attend a meeting to be held at the <insert school> on <day, date and time>. 



The purpose of the meeting is to discuss a way forward in improving your child’s attendance. A representative of the Local Authority will be present at this meeting. 



You are urged to attend this meeting as failure to do so may result in a fixed penalty notice being issued against you. I enclose a copy of your child’s registration certificate. 







Yours sincerely, 







Name



Position











































































Stage 4 letter: still no improvement after Stage 3 meeting and plan (first warning letter)







Our ref: XXXX 



Date 



Name 



Address 



United Kingdom 







Dear <insert parent/carer name> 



<insert pupil name> Re: Attendance – XX% 







I am writing to express my concern regarding <insert pupil name> continued irregular attendance.  According to the class register, between <date> and <date> <insert pupil name> has been marked absent for XX sessions, of which XX were authorised and XX were unauthorised. <insert pupil name> has completed XX full weeks in school out of a possible XX weeks.  A copy of the percentage attendance register is enclosed. 



The <insert school> has made efforts to engage with you in attempting to improve this situation but despite this there has been no improvement in <insert pupil name> attendance.







Such attendance is not acceptable and I must remind you that S.444, Education Act 1996 requires you to make sure that your child comes to school, on time, every time the school is open.  I am writing this letter to give you an opportunity to make sure that from now on and in future, your child attends school regularly.  



Failure to do so may result in the Local Authority taking one of the following actions:



a)  Initiating legal proceedings in the Magistrates Court under S.444(1) Education Act 1996.  If convicted under this section, you may be fined up to £1,000.



b)  Initiating legal proceedings in the Magistrates Court under S.444(1A) Education Act 1996.  If convicted of this offence you may be fined up to £2,500 or be sent to prison for up to 3 months or both.



I now look forward to your co-operation in ensuring an immediate and sustained improvement in your child’s school attendance. 



If you wish to discuss this matter, please contact me at your earliest convenience. 







Yours sincerely, 











Name



Position



























Final warning letter







Our ref: XXXX 



Date 



Name 



Address 



United Kingdom 







Dear <insert parent/carer name> 



<insert pupil name> Re: Attendance – XX% 







On <insert date>, we wrote to you concerning <insert pupil name> irregular attendance at <insert school>. 







Unfortunately, I now have to contact you again as <insert pupil name> has continued to be absent from school during the last XX weeks.







Obviously, such a record is not acceptable, and I now have to warn you that unless there is an immediate improvement in <insert pupil name> school attendance, the Local Authority will have no option but to instigate one of the following options:







a)	Initiating legal proceedings in the Magistrates Court under S.444(1) Education Act 1996.  If convicted under this section, you may be fined up to £1000.







b)	Initiating legal proceedings in the Magistrates Court under S.444(1A) Education Act 1996.  If convicted of this offence you may be fined up to £2,500 or be sent to prison for up to 3 months or both.







Please contact me to discuss.







Yours sincerely, 











Name



Position
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Attendance Guidance Flow Chart
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[image: ]Lateness affects your child’s learning…
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If your child arrives late, they often feel embarrassed, 



struggle with class work and don’t feel ready for the day.







Did you know?



5 minutes late each day = 3 school days lost!



10 minutes late each day = 6.5 school days lost!



15 minutes late each day = 10 school days lost!



20 minutes late each day = 13 school days lost!



30 minutes late each day = 19 school days lost!







Some hints and tips to help your child arrive at school on time



and be ready to learn!



Prepare the night before: 



· Put out uniform for the following day



· Make sure all school bags are ready (with snack/dinner money etc.. )



· Check shoes are easy to find!  



· Check calendar for what might be needed following day (swimming, music lessons, PE etc) 



· Make sure you’ve signed any forms etc that need doing 



· Check any homework has been done and is in the bag ready to go to school 







On the day: 



· Ask your children to put their clothes or uniform on before coming down for breakfast (it will save a lot of time) 



· Do something 'different' once in a while: give them a checklist (they love ticking things off as they do them). use a star chart to help get them into the routine. 



· Try to have fun too: make up a game e.g, can they put on their white clothes on first, followed by grey. Put on a song and set them a challenge to dance while getting dressed. 'I bet I can tidy up the breakfast things before you've put your shoes on' or.. 'Can you put your cardigan on before I count to 10?'































































[image: ]	If there are particular circumstances that cause your child to be late, please do not hesitate to contact (insert staff member, on xxxxxx) who will discuss options to help you and your child have the best start to the day.
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In line with our Attendance Policy, please 	ensure that your child arrives to school on 



time. 



If your child arrives after the close of registration (insert time), they will be marked as unauthorised Late (U) and you could be issued with a Fixed Penalty Notice Warning which may result in a fine of up to £120 per parent per child.
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Handout – Example attendance leaflet for parents  



EVERY PUPIL 95% OR ABOVE!







We understand that there can be health problems, but:







Don’t believe that the ‘odd day off can’t harm.’ Research carried out on the effects of broken weeks and achievement is astounding. A student can have 95% attendance but still have 10 broken weeks! Hugely detrimental to a pupil’s learning, leaving big gaps in knowledge!







· Try to judge how ‘severe’ the pupil’s illness is. Do they really need to stay at home?



· How many of them are better by lunchtime? Send them back to school!



· If a pupil has an extended or intermittent but persistent condition, contact the attendance manager and arrange a meeting to set up a supportive action plan. There are lots we can offer to do, to prevent a pupil missing education.



· Non-urgent doctor, dental appointments and check-ups should be made outside school time – school finishes at 15:15.



· [image: C:\Users\joanneclark\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\1KLORZ74\SnarkHunter-Arrow-in-the-gold[1].png]If an appointment must be set in school time, absence will only be authorised for a reasonable margin of time. Not half a day to go to local GP/dentist. We understand orthodontic treatments and hospital clinic appointments may take longer. Try to minimise time out of school. 



· Try to vary the days of these treatments to avoid missing the same lessons in a cycle.







Pupils need to be in school to maximise their learning and success.







If you are experiencing difficulties getting a pupil into school, talk to us! There are many people who can help and advise: tutors; the assistant head of house; the head of house; the attendance officer and the attendance manager. You can contact any of the above.



September to July







				100%



				No days absent from school







				95%



				10 days absence from school – 



40 lessons missed







				90%



				20 days absence from school – 80 lessons missed







				85%



				30 days absence from school – 



120 lessons missed











				80%



				40 days absence from school – 



160 lessons missed



















EXCELLENT ATTENDANCE IS YOUR KEY TO SUCCESS



Did you know……



· 73% of pupils with attendance of 95% or higher achieve at least 5 GCSEs grade C or above



· Only 35% of pupils with attendance of between 80-90% manage to achieve 5 GCSEs grade C or above



· Research shows that pupils with 5 GCSEs grade C or above earn on average £350,000 more in their lifetime than those without the grades



· Excellent attendance at school = 95% and above



The evidence is clear:



EXCELLENT ATTENDANCE = GOOD QUALIFICATION = BETTER JOB!







BE HERE! BE ON TARGET







FIT



[image: C:\Users\joanneclark\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\AKZB47Z4\HealthLifter_Apple[1].jpg]











































































FOR SCHOOL







Attendance and Punctuality



At



…………………………………. School







Attendance Line:  ……………………………………







Email: ……………………………………………………..
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Accessing Cheshire West and Chester Council

information and services

Council information is also available in audio, Braille,
large print or other formats. If you would like information
in another format or language, including British Sign
Language, please email us at:
equalitiesfdcheshirewestandchester.gov.uk

Tel: 0300 123 8 123 Textphone: 18001 01606 275757
email: equalities@cheshirewestandchester.gov.uk
web: www.cheshirewestandchester.gov.uk

Cheshire West & Chester Councll

Attendance
Really 7
Does

Matter

(& Cheshire West
@ and Chester









School attendance and absence

You must make sure your child gets a full time education that meets
their needs (for example if they have special educational needs).

Children must get an education between the school term after their 5th
birthday and the last Friday in June in the school year they turn 16.

You will be contacted by the school if your child does not turn up (even
if they are only absent for a day).

You can be prosecuted if you do not give your child an education and

send them to school. You'll normally get warnings and offers of help
from the school first.

You can only allow your child to miss school if either they are too ill to
go in or if you have advance permission from the head teacher.

Holidays in term time

You have to get permission from the head teacher if you want to take
your child out of school during term time.

You can only do this if you make an application to the head teacher
in advance (as a parent the child normally lives with), or if there are
exceptional circumstances.

It's up to the head teacher how many days your child can be away from
school if leave is granted.

You can be fined for taking your child on holiday during term time
without the school's permission.

Help with getting your child to go
to school

School will discuss attendance problems with you and agree a plan to
improve your child's attendance. In west Cheshire this could be the
offer of a Team Around the Family (TAF). For more information about
TAF search "Team Around the Family’ on cheshirewestandchester.gov.uk

DID YOU KNOW

5 minutes late each day
10 minutes late each day =

School attendance information

If your child’s attendance is above 96% you are giving them the
opportunity to achieve and succeed.

Do you know...90% attendance means four whole weeks absence

from school. This means your child could struggle with their school
work.

If your child arrives late they may feel embarrassed,
struggle with class work and not be ready for the day.

Please ensure your child arrives to school on time every day.

If your child arrives after the register has 7 N
closed you could be issued with a fixed penalty
notice warning. This fine is up to £120 per child.

= 3 school days lost!
6.5 school days lost!

|
15 minutes late each day = 10 school days llos::‘|
20 minufes late each day = 13 school days l0ST:

_ hool days lost!
: te each day = 19 SC
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Attendance



Panels



ATTENDANCE PANEL


AIM



The aim of the attendance panel is to improve school attendance for individual pupils in an efficient way.  The panel is designed as an early intervention tool supported by the school.  Where there is no improvement or failure to attend the panel the school may consider the issuing of a Fixed Penalty Notice and or other legal interventions.



OBJECTIVE



The objective is for parents/carers, school and other agencies where appropriate to come together and agree an action plan to support the improvement in attendance.  Such a plan may in some cases require adjustments to timetables, more commitment from parents, improved communication between home and school, signposting/or referral to other services or considering offering a TAF to build a team to support the whole family.  When health is cited as the reason for absence the parent/carer may be asked to provide medical evidence or the school may not authorise any further absences from school.  The plan will also include attendance targets for each pupil.  The plan requires commitment from all parties if it is to be successful.



WHO’S INVOLVED



There should always be at least one representative from the school who is in a position to make decisions on behalf of the Head Teacher, this maybe a Head of Year or House, a Learning Mentor or Pastoral Support Officer.



Parents/carers are expected to attend and pupils where it is felt appropriate. The pupil’s perspective of the situation has to be considered and can be captured using the ‘Voice of the Child’ tool.  


Some schools may wish to invite a governor who has responsibility for attendance to sit on the panel.



CRITERIA FOR SELECTION


As an early intervention tool, Attendance Panels are generally targeted at pupils with between 85% and 95% attendance.  A number of factors would be considered such as broken weeks, poor communication from parents/carers etc. 


The school will have sent letters of concern and/or contacted parent/carers, at least one of which should be from a senior member of staff.


PANEL PROCESS


The panel meeting should take place in an appropriate room with no interruptions, usually in the school.  .  


Where parents attend, an action plan will be agreed.  Should the parent/carers fail to attend the panel an action plan will be agreed in their absence.   Attendance targets will be agreed for all pupils.



FOLLOWING THE PANEL THE SCHOOL WILL:


· Ensure a copy of the Action Plan is sent to the parents/carers.


· Ensure the support offered at panel takes place.



· Refer to other agencies as agreed.



· Review the  attendance targets and make a decision as follows:


· No further action due to improved attendance or other change in circumstances.


· Offer a TAF



· Agree a Parenting Contract 


· Write to the parent/carers explaining the success/failure to improve and details of next steps if appropriate.



Please note all correspondence should have the school details, pupils’ full name, Date of Birth, and be personally addressed, i.e. not to ‘The Parent/Carer of ……………..’ 
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ATTENDANCE PANEL INVITE LETTER











SCHOOL NAME/LOGO























Dear





Re:  Name of Pupil and Date of Birth





I am writing to you concerning ………..…….’s attendance at school, which stands at…..%.





As parents/carers we would like to invite you to meet with the Attendance Panel at school/other on………………………....at………… where we hope to be able to discuss any concerns or issues affecting your son/daughter’s attendance. The meeting will last approximately 15 minutes.





We look forward to your co-operation in this matter and if you have any questions please do not hesitate to contact the school on…………..…





Yours sincerely

















Headteacher/Principal/            				 


Deputy Headteacher




















ATTENDANCE PANEL INVITE LETTER




 




 




 




 




SCHOOL NAME/LOGO




 




 




 




 




 




 




 




 




Dear




 




 




Re:  Name of Pupil and Date of Birth




 




 




I am 




writing to you concerning ………..…….’s a




ttendance at school, which stands 




at




…..%.




 




 




As parents/carers we would like to invite you to meet with the 




Attendance Panel




 




at 




school/other on…………




……………..




..at………… where we hope to be able to 




discuss any concerns or issues a




ffecting your son/daughter




’




s attendance. The 




meeting will last approximately 




1




5 minutes.




 




 




We look forward to your co




-




operation in this matter and if you have any questions 




please do not hesitate to contact the school on………




…..




…




 




 




Your




s




 




sincerely




 




 




 




 




 




 




Headteacher




/




Principal




/




            




 




 




 




 




 




 




Deputy Headteacher




 




 




 




 




 




 








ATTENDANCE PANEL INVITE LETTER         SCHOOL NAME/LOGO                 Dear     Re:  Name of Pupil and Date of Birth     I am  writing to you concerning ………..…….’s a ttendance at school, which stands  at …..%.     As parents/carers we would like to invite you to meet with the  Attendance Panel   at  school/other on………… …………….. ..at………… where we hope to be able to  discuss any concerns or issues a ffecting your son/daughter ’ s attendance. The  meeting will last approximately  1 5 minutes.     We look forward to your co - operation in this matter and if you have any questions  please do not hesitate to contact the school on……… ….. …     Your s   sincerely             Headteacher / Principal /                          Deputy Headteacher            
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ATTENDANCE PANEL ACTION PLAN 


As a parent or carer, you have a legal responsibility for ensuring the regular school attendance of your child/children and failure to do so say may result in a fine of up to £2500.00 or up to 3 months in prison.



Please confirm that I have made you aware today of your legal responsibility and that you understand that legal action might be taken if attendance does not improve.                                                                                          
YES/ NO



			Attendance Panel Held on


			








			Name of Pupil


			








			Name of Parent (1)


			





			Address






			





			Attended


			Yes / No








			Name of Parent (2)


			





			Address






			





			Attended


			Yes / No








			Time of Appointment


			








			Comments





			








			Agreed Action





			








			% At Panel


			% 1st Review


			% 2nd Review


			% 3rd Review





			


			


			


			





			1st Review Held on


			








			Comments





			








			Agreed Action





			








			2nd Review Held on


			








			Comments





			








			Agreed Action





			








			3rd Review Held on


			








			Comments





			








			Agreed Action
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FAILED TO ATTEND PANEL











SCHOOL NAME/LOGO




















Dear





Re:  Name of Pupil and Date of Birth





Unfortunately you did not attend the Panel Meeting on…………………………... at…………………………..… to discuss…………….’s attendance.





Please find enclosed a copy of the Action Plan agreed in your absence.





……………..…..’s attendance is a concern and must improve over the coming weeks or the school may consider requesting a Fixed Penalty Notice.





If you wish to discuss this matter further please contact school on………….…..





Yours sincerely














Headteacher/Principal/                              			 


Deputy Headteacher





Enc








FAILED TO ATTEND PANEL




 




 




 




 




SCHOOL NAME/LOGO




 




 




 




 




 




 




 




Dear




 




 




Re: 




 




Name of Pupil and Date of Birth




 




 




Unfortunately you did not attend the Panel Meeting on……




…




…




………………... 




at……




……………………..… 




to discuss…………




….




’s attendance.




 




 




Please find enclosed a copy of the Action 




Plan agree




d




 




in your absence.




 




 




……




………..




…..’s attendance is a concern and must improve over the coming weeks 




or the school may consider 




requesting a Fixed Penalty Notice




.




 




 




If you wish to dis




cuss this matter further please contact school on…




……….




…..




 




 




Yours s




inc




erely




 




 




 




 




 




Headteacher/




Principal/




                          




    




 




 




 




 




 




Deputy Headteacher




 




 




Enc




 




 








FAILED TO ATTEND PANEL         SCHOOL NAME/LOGO               Dear     Re:    Name of Pupil and Date of Birth     Unfortunately you did not attend the Panel Meeting on…… … … ………………...  at…… ……………………..…  to discuss………… …. ’s attendance.     Please find enclosed a copy of the Action  Plan agree d   in your absence.     …… ……….. …..’s attendance is a concern and must improve over the coming weeks  or the school may consider  requesting a Fixed Penalty Notice .     If you wish to dis cuss this matter further please contact school on… ………. …..     Yours s inc erely           Headteacher/ Principal/                                           Deputy Headteacher     Enc    





image9.emf

Attendance Panel -  Panel Attended Letter to Parent's.docx




Attendance Panel - Panel Attended Letter to Parent's.docx

ATTENDED PANEL











SCHOOL NAME/LOGO




















Dear





Re:  Name of Pupil and Date of Birth





Thank you for meeting with the Panel on ……………………………… to discuss……………....’s attendance.





Please find enclosed a copy of the Action Plan which we hope will encourage and support…..............................  The Action Plan will be reviewed in school over the coming weeks.





If you wish to discuss the Plan or have any questions please do not hesitate to contact school on…………………..…





Yours sincerely














Headteacher/Principal/                                          		                                                                   


Deputy Headteacher





Enc











ATTENDED PANEL




 




 




 




 




SCHOOL NAME/LOGO




 




 




 




 




 




 




 




Dear




 




 




Re: 




 




Name of Pupil and Date of Birth




 




 




Thank you for meeting with the Panel on …




…………………………




…




 




to 




discuss…




…………..




..’s attendance.




 




 




Please find encl




osed a copy of the Action Plan 




which we hope will 




encourage and 




support…......




.......................




. 




 




The Action Plan will be reviewed in school over the 




coming weeks.




 




 




If you wish to discuss the Plan or have any questions please do not hesitate to 




contact school on………




…………..




…




 




 




Your




s




 




sincerely




 




 




 




 




 




Headte




acher




/




Principal/




                                          




 




 




                      




                           




                  




 




Deputy Headteacher




 




 




Enc




 




 




 








ATTENDED PANEL         SCHOOL NAME/LOGO               Dear     Re:    Name of Pupil and Date of Birth     Thank you for meeting with the Panel on … ………………………… …   to  discuss… ………….. ..’s attendance.     Please find encl osed a copy of the Action Plan  which we hope will  encourage and  support…...... ....................... .    The Action Plan will be reviewed in school over the  coming weeks.     If you wish to discuss the Plan or have any questions please do not hesitate to  contact school on……… ………….. …     Your s   sincerely           Headte acher / Principal/                                                                                                                        Deputy Headteacher     Enc      
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(Parent’s details) 








Dear (Name of Parent)





Name of Child:


D.O.B:


School:


						


We are concerned about your child’s poor attendance.  We met with you on (Date of meeting) /invited you to attend a meeting on (Date meeting was arranged for). 


It is the school’s responsibility to authorise all absences and we need to be sure that we receive a satisfactory reason for each absence.


Your child has a high level of absence due to illness.


We will be reluctant in future to authorise absence without proof of illness.  This can be in the form of:


· Copy of prescription relating to the illness


· A dated note from the GP’s receptionist confirming your visit to the GP


· A medical appointment card


· Evidence of medical prescribed by the GP





If you would like to discuss this matter with me then please contact the school office to make an appointment.  I have enclosed a copy of your child’s attendance certificate for your information.





Yours sincerely, 





(Parent’s details) 




 




 




 




Dear




 




(Name of Parent)




 




 




Name of Child:




 




D.O.B:




 




School




:




 




 




 




 




 




 




 




 




We




 




are concerned abou




t your child’s poor attendance.  We met with you on (Date of 




meeting) /invited you to attend a meeting on (Date meeting was arranged for). 




 




It is the school’s responsibility to authorise all absences and we need to be sure that 




we receive a satisfactory re




ason for each absence.




 




Your child has a high level of absence due to illness.




 




We will be reluctant in future to authorise absence without proof of illness.  This can 




be in the form of:




 




·




 




Copy of prescription relating to the illness




 




·




 




A dated note from the GP’s




 




receptionist confirming your visit to the GP




 




·




 




A medical appointment card




 




·




 




Ev




idence of medical prescribed by the GP




 




 




If you would like to discuss this matter with me then please contact the school office 




to make an appointment.  I have enclosed a copy of you




r child’s attendance 




certificate for your information.




 




 




Yours sincerely, 




 








(Parent’s details)        Dear   (Name of Parent)     Name of Child:   D.O.B:   School :                 We   are concerned abou t your child’s poor attendance.  We met with you on (Date of  meeting) /invited you to attend a meeting on (Date meeting was arranged for).    It is the school’s responsibility to authorise all absences and we need to be sure that  we receive a satisfactory re ason for each absence.   Your child has a high level of absence due to illness.   We will be reluctant in future to authorise absence without proof of illness.  This can  be in the form of:      Copy of prescription relating to the illness      A dated note from the GP’s   receptionist confirming your visit to the GP      A medical appointment card      Ev idence of medical prescribed by the GP     If you would like to discuss this matter with me then please contact the school office  to make an appointment.  I have enclosed a copy of you r child’s attendance  certificate for your information.     Yours sincerely,   
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ESO WELFARE CHECK LIST CONSIDERATION








12.	There are a number of principles, which the Children Act 1989 requires the Court to consider before making an Order.





			(a) Ascertainable wishes of the child – 




















			(b) Physical, Emotional and Educational Needs – 

















			(c) The likely effect on >……….. of any changes in his/her circumstances

















			(d)	Any harm which >……… has suffered or is at risk of suffering


	














			(e)	How capable are his/her parents of meeting her/his needs

















			(f)	Age, sex, background and any characteristics of her/him which the


           Court consider relevant

















			(g)	The range of powers available to the Court under the Act in 


           proceedings in question Sec 36 Education Supervision Order for one 


           year; Schedule 3 Paragraph 16 Statutory directions; Sec 37 Direction that


           Social Care investigate the circumstances of the child; No order


 




















ESO 




WELFARE CHECK LIST




 




CONSIDERATION




 




 




 




12.




 




There 




are a number of principles, which the Children Act 1989 requires the 




Court to consider before making an Order.




 




 




(a)




 




Ascertainable wishes of the child




 




–




 




 




 




 




 




 




 




(b)




 




Physical, Emotional and Educational Needs




 




–




 




 




 




 




 




 




(c)




 




The likely effect on




 




>




……….. 




of any changes in his/her circumstances




 




 




 




 




 




(d)




 




Any harm which




 




>




……… 




has suffered or is at risk of suffering




 




 




 




 




 




 




(e)




 




How capable are his/her parents of meeting her/his needs




 




 




 




 




 




(f)




 




Age, sex, background and any 




characteristics of her/him which the




 




       




 




   




Court




 




consider relevant




 




 




 




 




 




(g)




 




The range of powers available to the Court under the Act in 




 




          




 




proceedings 




in question




 




Sec 36 Education Supervision Order for one 




 




           




year; Schedule 3 Paragraph 16 Statutory directions; Sec 37 Direction that




 




          




 




Social 




Care 




investigate the circumstances of the child; No order




 




 




 




 




 




 








ESO  WELFARE CHECK LIST   CONSIDERATION       12.   There  are a number of principles, which the Children Act 1989 requires the  Court to consider before making an Order.    



(a)   Ascertainable wishes of the child   –              



(b)   Physical, Emotional and Educational Needs   –            



(c)   The likely effect on   > ………..  of any changes in his/her circumstances          



(d)   Any harm which   > ………  has suffered or is at risk of suffering            



(e)   How capable are his/her parents of meeting her/his needs          



(f)   Age, sex, background and any  characteristics of her/him which the                 Court   consider relevant          



(g)   The range of powers available to the Court under the Act in                 proceedings  in question   Sec 36 Education Supervision Order for one                year; Schedule 3 Paragraph 16 Statutory directions; Sec 37 Direction that                Social  Care  investigate the circumstances of the child; No order          
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PARENTING CONTRACT



As a parent or carer, you have a legal responsibility for ensuring the regular school attendance of your child/children and failure to do so say may result in a fine of up to £2500.00 or up to 3 months in prison.



Please confirm that I have made you aware today of your legal responsibility and that you understand that legal action might be taken if attendance does not improve.                                                                                          YES/ NO



PERSONAL DETAILS:


			Name of Young Person


			


			D.O.B.


			





			School


			





			Year Group/Class


			








			Name of Young Person


			


			D.O.B.


			





			School


			





			Year Group/Class


			








Who has PR and who has day to day care?



Address where pupil resides:



			Name of Parent 1


			


			D.O.B.


			





			Address of Parent 1


			





			Parent 1 Contact Number


			





			Emergency Contact Number


			








			Name of Parent 2


			


			D.O.B.


			





			Address of Parent 2


			





			Parent 2 Contact Number


			





			Emergency Contact Number


			








EHCP: Yes/No; CP: Yes/No; CIN: Yes/No; TAF: Yes/No; FSM: Yes/No



[image: image1.jpg]


PARENTING CONTRACT AGREEMENT


Sometimes we are required to share information or request other information from other agencies.


Are you happy for this information to be shared?                                       YES/NO


The following has been agreed between the <name of school> and the parent Mr/s name of parent/parents 


(a) The School <name of school> has agreed to:


· E.g. Make sure that a member of staff contacts parents immediately if name of pupil is not at school when the register is taken;


· E.g. Be available after school if there is anything parents wish to discuss in person;


(b) The parent, <name of parent>, has agreed to:



· E.g. Let school know if there are any problems that might affect attendance;


· E.g. Contact school if is to be absent that day;


· E.g. Keep their mobile phone in working order and switched on;


· E.g. Inform school of a change in mobile phone number;


Is the child, <Name of child>, of an appropriate age to comply with any expectations set in this contract? Yes/No


If yes then parents agree to support the child in achieving the expectations set out on the accompanying appendix.


TARGET:


e.g. Over the next 2 / 4 / 6 weeks / half-term (whichever is most appropriate)


NB: A meeting can be requested, at any time, by any of the people concerned to discuss the agreement.  
An earlier review should be arranged if further difficulties or problems arise, or if it becomes clear that the target set above will not be met in the given timeframe.  Consideration should then be given to the drawing up of a new agreement or the implementation of additional strategies e.g. TAF process, referral to iART, legal process etc.


FURTHER REVIEW DATES:


This contract will run from ........................... until ...................... and the attendance will be monitored for a period of six months after this date.


· We will next meet on (date) ..................at (time) ....................... at (location)..............................


CONTRACT AGREEMENT


We agree to work together to meet the agreements set out in this parenting contract to help <name of pupil> attend school regularly and punctually and to behave well for the period of this contract.


Signed:



			


			Signature


			Date





			Parent(s)


			


			





			


			


			





			School


			


			








USEFUL CONTACT NUMBERS AND ADDRESSES:



			School Office


			


			





			Teacher/Headteacher


			


			





			Other Services 


			


			





			(e.g. School Nurse)


			


			





			(e.g. Social Workers)


			


			





			(e.g. Children's Centre)


			


			








APPENDIX 1


PUPIL'S AGREEMENT



NB: This appendix is only to be used where the pupil is of an appropriate age to comply with any expectations set out in this contract



(c) The pupil, (name of pupil), has agreed to:



· Let a teacher/member of school staff know if there are any problems that might affect attendance/behaviour;



· .


I agree to work with school and my parent(s) to meet the agreements set out in this parenting contract to help me attend school regularly and punctually and to behave well for the period of this contract (date) to (date).  



Signed:



			


			Signature


			Date





			Pupil


			


			








THE REASONS FOR THE PARENTING CONTRACT - Any issues or recent events that may have affected the ability to attend school:
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ESO WELFARE CHECK LIST CONSIDERATION





The Education Act 1996 states in Section 447— Education supervision orders.


(1)  Before instituting proceedings for an offence under section 443 or 444, a [local authority]1 shall consider whether it would be appropriate (instead of or as well as instituting the proceedings) to apply for an education supervision order with respect to the child.





In the EWS guidance, the requirement to do the ESO consideration is in the Attendance Guidance Flow Chart as a prerequisite to a request for a FPN. The Children Act 1989 requires the court to consider a number of principles when deciding to make an Order or not.





			(a) Ascertainable wishes of the child – 





‘Wishes and Feeling’ of the child should be included here, if not available state why not and what attempts have been made to attain the’ voice of the child’.








			(b)     Physical, Emotional and Educational Needs – 





Is the parent able to meet the pupil’s physical needs?


How is the pupil presented for school?


What is the parent’s view on Education?


What is the relationship between pupil and parent?


Does the pupil have additional educational needs and is the pupil able to access the curriculum?





Eg: Mrs Plant is able to and does meet John’s physical needs. John is smartly presented for school and is well looked after.  Mrs Plant wants John to receive his education.





John and Mrs Plant feel there are no usual relationship problems between them, although Mrs Plant says John can be stubborn.  Mrs Plant has difficulties parenting John. There are also problems with John going to bed and sleeping.  This leads to John having difficulties getting up in the morning.  





John has a good relationship with his father.  Mr Plant does not live in the family home, but plays an active part in John’s life and wants John to receive his education.  





John does not have any formal educational needs and is able to access the curriculum 








			(c) The likely effect on >……….. of any changes in his/her circumstances





Eg: Regular attendance at school will enable John to fulfil his educational potential.














			(d)	Any harm which >……… has suffered or is at risk of suffering


	


Eg: John is failing to receive a satisfactory level of full time education suitable to his age, ability and aptitude.  His educational needs are not being met.  It is imperative that John re-establishes a regular and sustained pattern of attendance to ensure success with his secondary education.  











			(e)	How capable are his/her parents of meeting her/his needs





Is the parent able to enforce the pupil’s regular attendance at school?


Is there evidence of the parent engaging with school? 


What evidence is there of parent not engaging school or other agencies?








			(f)	Age, sex, background and any characteristics of her/him which the


           Court consider relevant





Age, year group, gender.











			(g)	The range of powers available to the Court under the Act in 


           proceedings in question Sec 36 Education Supervision Order for one 


           year; Schedule 3 Paragraph 16 Statutory directions; Sec 37 Direction that


           Social Care investigate the circumstances of the child; (pre answered)


 




















ESO 




WELFARE CHECK LIST




 




CONSIDERATION




 




 




The Education Act 1996 states in Section 




447




—




 




Education supervision orders.




 




(1)




  




Before instituting proceedings for an offence under




 




section 443




 




or




 




444




, 




a [local 




authority]




1




 




shall consider whether it would be appropriate 




(instead of or as well as 




instituting the proceedings) to apply for an education supervision order with respect 




to the child.




 




 




In the EWS guidance, the requirement to do the ESO consideration is in the 




Attendance Guidance Flow Chart as a prerequisite to a 




request for 




a




 




FPN. The 




Children Act 1989 




requires the court to consider a n




umber of principles




 




when 




deciding to make 




an Order




 




or not




.




 




 




(a)




 




Ascertainable wishes of the child




 




–




 




 




 




‘Wishes and Feeling’ of the c




hild should be included here, if




 




not available state 




w




hy 




not 




and what attempts have been made to attain the’ voice of the child’.




 




 




(b)




     




Physical, Emotional and Educational Needs




 




–




 




 




 




Is the parent 




able to meet 




the pupil’s physical needs?




 




How is the pupil 




presented for school




?




 




What is the parent




’s




 




view on Education?




 




What is the relationship between pupil and parent?




 




D




oes 




the pupil have additional 




educational needs and is 




the pupil 




able to access 




the




 




curriculum?




 




 




Eg: 




Mrs Plant 




is able t




o and does meet John’s physical needs. John




 




is smartly 




presented




 




for school and is well looked after.




  




Mrs Plant wants John




 




to receive 




his education.




 




 




John




 




and Mrs 




Plant




 




feel there are no usual relationshi




p problems between them, 




a




lthough Mrs




 




Plant says John




 




can be stubborn.  Mrs Plant




 




h




as difficulties 




parenting John. 




T




he




re are also problems with John




 




going to bed and




 




sleeping.  




This leads to John




 




having difficulties getting up in the morning.  




 




 




John




 




has a good relationsh




ip with his father.  Mr Plant does not live in the family 




home, but plays an active part in John’s 




life and wants John




 




to receive his 




education.  




 




 




John




 




does not have any formal educational needs and is able to access the 




curriculum 




 




 




(c) 




The likely effect on




 




>




……….. 




of any changes in his/her circumstances




 




 




Eg: 




Regular attendance at school will 




enable John to fulfil his educational 




potential.




 




 




 




 








ESO  WELFARE CHECK LIST   CONSIDERATION     The Education Act 1996 states in Section  447 —   Education supervision orders.   (1)    Before instituting proceedings for an offence under   section 443   or   444 ,  a [local  authority] 1   shall consider whether it would be appropriate  (instead of or as well as  instituting the proceedings) to apply for an education supervision order with respect  to the child.     In the EWS guidance, the requirement to do the ESO consideration is in the  Attendance Guidance Flow Chart as a prerequisite to a  request for  a   FPN. The  Children Act 1989  requires the court to consider a n umber of principles   when  deciding to make  an Order   or not .    



(a)   Ascertainable wishes of the child   –       ‘Wishes and Feeling’ of the c hild should be included here, if   not available state  w hy  not  and what attempts have been made to attain the’ voice of the child’.    



(b)       Physical, Emotional and Educational Needs   –       Is the parent  able to meet  the pupil’s physical needs?   How is the pupil  presented for school ?   What is the parent ’s   view on Education?   What is the relationship between pupil and parent?   D oes  the pupil have additional  educational needs and is  the pupil  able to access  the   curriculum?     Eg:  Mrs Plant  is able t o and does meet John’s physical needs. John   is smartly  presented   for school and is well looked after.    Mrs Plant wants John   to receive  his education.     John   and Mrs  Plant   feel there are no usual relationshi p problems between them,  a lthough Mrs   Plant says John   can be stubborn.  Mrs Plant   h as difficulties  parenting John.  T he re are also problems with John   going to bed and   sleeping.   This leads to John   having difficulties getting up in the morning.       John   has a good relationsh ip with his father.  Mr Plant does not live in the family  home, but plays an active part in John’s  life and wants John   to receive his  education.       John   does not have any formal educational needs and is able to access the  curriculum     



(c)  The likely effect on   > ………..  of any changes in his/her circumstances     Eg:  Regular attendance at school will  enable John to fulfil his educational  potential.        
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Fixed Penalty Notice Warning Letter Check List (Irregular Attendance)





It should be noted that the FPN process is an alternative to a criminal prosecution and will result in legal proceedings should the notice not be paid. As such, it is of vital importance that all the information and documents requested are provided. The information and documents provided will form the case against the parent/carer should the case proceed to a prosecution.





Name of Pupil: ………………………………………………   Date of Birth: ……….............


Address: …………………………………………………………………………………………….





……………………………………………………………………………………………………….. 





School: ………………………………………………       Year group: …………………





1. Who has parental responsibility over the pupil?


 


Name of Parents/Carers (please give first name as well as surname):





…………………………………………………………………………………………………...…





Name of other person/s with parental responsibility (please give first name as well as surname):  





……………………………………………………………………………………………………...





Address: …………………………………………………………………………………………………..





……………………………………………………………………………………………………………….





Person who has day to day care if different: ………………………………………………………. 





2. Has the parent named in response to question 1 received a Fixed Penalty Notice this academic year for Holiday/Irregular attendance? 





Yes		No 	








3: Does the parent/carer have any literacy issues? 





4. Does the pupil have any statement of Special Educational Needs? 





5. Does the pupil have a Disability under the Equality Act 2010? 





6. Is the pupil on Pupil Premium?





7. What is known of the pupil’s personal circumstances?


 


8. Are there any exceptional circumstances that the Council should be aware of? (other agencies, bereavement, eviction etc) 





9. Has the Cheshire West and Chester BC Code of Conduct been considered? 





10. What contact has there been with the parent/carer in relation to the absences? 





11. What contact has there been from the parent/carer to school in relation to the absences?





12. Has a trauma informed assessment taken place with the child and their family? Yes/No





13. If Yes, has the impact of trauma been considered as part of the decision making and planning for this child?





Please tick actions taken by school (this is evidence that will be requested if there is later legal action)


	


			


			   Letter to parent advising of irregular attendance   





			


			   Letter of invite to attend meeting in school/Letter of invite to Attendance Panel





			


			   Minutes of Meeting/Attendance Panel





			


			   ESO consideration (see below)   








	








Name of Referrer: 


Role in School: 						


Date: 


    							


For Office Use


Number of unauthorised absences:





Unauthorised absences between:		 and 





Fifteen days from:





DATE OF 15 DAY DEADLINE : ………………………………………..





Name of EWO: 		       Since:                            Tel No:





Universal:		TAF:			CIN:			CP:














DATE OF 15-DAY DEADLINE: ………………………………………………………..
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ESO WELFARE CHECK LIST CONSIDERATION







Pupil Name and DOB: -



[bookmark: _GoBack]



The Education Act 1996 states in Section 447— Education supervision orders.



(1)  Before instituting proceedings for an offence under section 443 or 444, a [local authority]1 shall consider whether it would be appropriate (instead of or as well as instituting the proceedings) to apply for an education supervision order with respect to the child.







In the EWS guidance, the requirement to do the ESO consideration is in the Attendance Guidance Flow Chart as a prerequisite to a request for a FPN. The Children Act 1989 requires the court to consider a number of principles when deciding to make an Order or not.







				(a) Ascertainable wishes of the child – 







‘Wishes and Feeling’ of the child should be included here, if not available state why not and what attempts have been made to attain the’ voice of the child’.











				(b)     Physical, Emotional and Educational Needs – 







Is the parent able to meet the pupil’s physical needs?



How is the pupil presented for school?



What is the parent’s view on Education?



What is the relationship between pupil and parent?



Does the pupil have additional educational needs and is the pupil able to access the curriculum?







Eg: Mrs Plant is able to and does meet John’s physical needs. John is smartly presented for school and is well looked after.  Mrs Plant wants John to receive his education.







John and Mrs Plant feel there are no usual relationship problems between them, although Mrs Plant says John can be stubborn.  Mrs Plant has difficulties parenting John. There are also problems with John going to bed and sleeping.  This leads to John having difficulties getting up in the morning.  







John has a good relationship with his father.  Mr Plant does not live in the family home, but plays an active part in John’s life and wants John to receive his education.  







John does not have any formal educational needs and is able to access the curriculum 











				(c) The likely effect on >……….. of any changes in his/her circumstances







Eg: Regular attendance at school will enable John to fulfil his educational potential.











				(d)	Any harm which >……… has suffered or is at risk of suffering



	



Eg: John is failing to receive a satisfactory level of full time education suitable to his age, ability and aptitude.  His educational needs are not being met.  It is imperative that John re-establishes a regular and sustained pattern of attendance to ensure success with his secondary education.  















				(e)	How capable are his/her parents of meeting her/his needs







Is the parent able to enforce the pupil’s regular attendance at school?



Is there evidence of the parent engaging with school? 



What evidence is there of parent not engaging school or other agencies?











				(f)	Age, sex, background and any characteristics of her/him which the



           Court consider relevant







Age, year group, gender.















				(g)	The range of powers available to the Court under the Act in 



           proceedings in question Sec 36 Education Supervision Order for one 



           year; Schedule 3 Paragraph 16 Statutory directions; Sec 37 Direction that



           Social Care investigate the circumstances of the child; (pre answered)
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Fixed Penalty Notice 




Warning Letter 




Check List




 




(




Irregular Attendance)




 




 




It should be noted that the FPN process is an alternative to a criminal prosecution and will result 




in legal proceedings should the notice not be paid. As such, it is of vital 




importance that all the 




information and documents requested are provided. The information and documents provided 




will form the case against the parent/carer should the case proceed to a prosecution.




 




 




Name of Pupil: 




………………………………………………




 




  




Date of Birth:




 




………..




...




...




...




..




 




Address




:




 




…………………………………………………………………………………………….




 




 




……………………………………………………………………………………………………….. 




 




 




School: ………………………………………………




       




Year group




: 




…………………




 




 




1. Who has parental responsibility over the pupil?




 




 




 




Name of Parent




s




/Carer




s




 




(please give 




first 




name




 




as well as surname




):




 




 




…………………………………………………………………………………………………...…




 




 




Name of other person/s with parental responsibility 




(please give first 




name




 




as well as 




surname




):  




 




 




……………………………………………………………………………………………………...




 




 




Address: 




……………………………………




……………………………………………………………..




 




 




……………………………………………………………………………………………………………….




 




 




Person who has day to day c




are




 




if different:




 




………………………………………………………. 




 




 




2. Has the parent named in response to question 1 received a Fixed Penalty Notice




 




this 




academic year for Holiday/Irregular attendance? 




 




 




Yes




 




 




No




 




 




 




 




 




3: Does the parent/carer have any literacy issues?




 




 




 




4




. Does the pupil have any statement of Special Educational Needs?




 




 




 




5




. Does the pupil have a Disability under the Equality Act 




2010




? 




 




 




6




. Is the pupil on Pupil Premium?




 




 




7




. What is known of the pupil’s personal circumstances




?




 




 




 




8




. Are there any exceptional circumstances that the Council should be aware of




?




 




(other 




agencies, bereavement, eviction 




etc




)




 




 




 




9




. 




Has the Cheshire West 




and Chester BC Code of Conduct been considered




?




 




 








  Fixed Penalty Notice  Warning Letter  Check List   ( Irregular Attendance)     It should be noted that the FPN process is an alternative to a criminal prosecution and will result  in legal proceedings should the notice not be paid. As such, it is of vital  importance that all the  information and documents requested are provided. The information and documents provided  will form the case against the parent/carer should the case proceed to a prosecution.     Name of Pupil:  ………………………………………………      Date of Birth:   ……….. ... ... ... ..   Address :   …………………………………………………………………………………………….     ………………………………………………………………………………………………………..      School: ………………………………………………         Year group :  …………………     1. Who has parental responsibility over the pupil?       Name of Parent s /Carer s   (please give  first  name   as well as surname ):     …………………………………………………………………………………………………...…     Name of other person/s with parental responsibility  (please give first  name   as well as  surname ):       ……………………………………………………………………………………………………...     Address:  …………………………………… ……………………………………………………………..     ……………………………………………………………………………………………………………….     Person who has day to day c are   if different:   ……………………………………………………….      2. Has the parent named in response to question 1 received a Fixed Penalty Notice   this  academic year for Holiday/Irregular attendance?      Yes     No           3: Does the parent/carer have any literacy issues?       4 . Does the pupil have any statement of Special Educational Needs?       5 . Does the pupil have a Disability under the Equality Act  2010 ?      6 . Is the pupil on Pupil Premium?     7 . What is known of the pupil’s personal circumstances ?       8 . Are there any exceptional circumstances that the Council should be aware of ?   (other  agencies, bereavement, eviction  etc )       9 .  Has the Cheshire West  and Chester BC Code of Conduct been considered ?    
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CHESHIRE WEST AND CHESTER COUNCIL


I, Mr Andrew Walker, the Head Teacher of Farndon Primary School, do hereby certify as follows:



1.

is a registered pupil at the said school.



2.
The school registered date of birth is the  
day of 




3.
The said pupil did between the 
day of 
2022 and the  day of  20
attend the said school X times and did not attend the said school X times when the said school was open for instruction.



4.
Total possible attendances during this period X sessions


5.
Percentage attendance during this period %.









Signed: [image: image1.png]













Date…………………………………….
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A Guide to Education Supervision Orders for Parents
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The Children Act 1989














Attending School - Education Supervision Order (E.S.O.)


[bookmark: gen]


General Information


· The Children's Act 1989 allows the Local Education Authority to apply for an Education Supervision Order on any child of compulsory school age, whom it is felt, is not being properly educated.


· An Education Supervision Order lasts for one year initially, but may be extended for up to three years on application.


· The Supervisor has a duty to advise, assist and befriend the child on whom the order has been made, and to offer support to his/her parents.


· The Supervisor will work in partnership with the child and his/her family to ensure that he/she receives an appropriate education.


· The wishes and feelings of the child must be taken into account whenever practicable.


[bookmark: why]Why is an Education Supervision Order imposed?


All children are required by law to attend the school at which they are registered and it is viewed very seriously if they do not do so. If a child refuses to attend a school regularly, the Local Education Authority could summon the child and parent before the Family Court and apply for an Education Supervision Order.


The application is heard in the Family Court which consists of local Magistrates who have the power to grant an Education Supervision Order.


If an order is granted, it will last for a period of 12 months and, on further application to the Family Court, could be extended up to 3 years.


Any child who is brought before the Family Court is entitled to seek the advice of a solicitor.


The parents may also seek legal advice on their own behalf.


Before an Order is made, the Court must be satisfied that making an education Supervision Order is in the best interest of the child.


[bookmark: what]What are the Requirements of an Education Supervision Order?


If an Education Supervision Order is made on a child, he/she will be required to:


· Attend a school regularly.


· Allow the Supervisor to visit him/her at the place where he/she is living.


· Meet with the Supervisor on a regular basis.


· Discuss with the Supervisor any problems which arise which could prevent him/her attending school.


· Keep to any reasonable instruction which the Supervisor may give.


· Notify the Supervising Officer of any change of address.


Throughout the period of the Order, parents retain parental responsibility for their child, and must continue to ensure that their child attend school regularly. They must also meet with the Supervisor on a regular basis, and allow the Supervisor reasonable contact with the child. They must co-operate with any strategies proposed by the Supervisor.


[bookmark: how]How will an Education Supervision Order be imposed


An Education Supervision Order is imposed when it is proved to the Court that a child is not being educated according to his age, ability and aptitude, taking into account any educational needs he/she may have. During the period of the Order, a review will be held at which the child, parent, supervisor, and member of the Education Welfare Service discusses whether the Order is working and what future plans need to be made.


If the Order is successful, and no extension is applied for, it will lapse after the 12 month period.


If a parent does not co-operate with the Supervisor in working within the requirements of the Order, the parent could be referred back to the Court. A fine of up to £2,500 could be imposed on the parent.


If a child does not co-operate with the Supervisor he/she can be referred back to the Court who could direct the Social Care and Health Department to become involved and consider applying for a higher order.
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Education Supervision Orders (ESO)


A Guide for Pupils








 (
Why is an ESO being considered for me?
There are many reasons for an ESO to be considered, however they are only used when a school aged child is not attending school regularly. An ESO acknowledges that everyone (pupil, parents and school) involved is willing to make changes to ensure you attend school regularly. It is an alternative to parental prosecution and should always be seen as a positive process for all involved.
) (
What is an Education Supervision Order?
An Education Supervision Order is an order from court to ensure that you receive the education you deserve. It ensures that you and your parents are fully supported for you to attend school.
)





[image: C:\Users\Jenny\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\JDAVMOAB\MC900389206[1].wmf]
































[image: ] (
 
What happens when an ESO
is considered?
Your Education 
Welfare Officer will 
discuss with you,
 your parents and 
your school about 
the possibility of an
ESO before anything is decided. If it is agreed, the following process will happen:
)[image: C:\Users\Jenny\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\JDAVMOAB\MC900389206[1].wmf]

















 (
2. An ESO legal planning meeting will then be held to discuss the situation with a solicitor and to make sure everyone is happy with the draft directions. You and your parents will attend this meeting along with your EWO, someone from school and the senior EWO.
)











 (
3. EWO will then put the paperwork together and apply to the court for the ESO. A court date will be received soon after and you will be given a copy of the submitted paperwork.
)





 (
1. 
Your 
Supervisor
 will put together ‘draft 
   
directions’ which will form the outline of the ESO. There will be tasks for you, your parents, school and you EWO to stick to. This will ensure that everyone is doing what they said they would do to help you to attend school.
)




















Your 





 (
6. The situation will be reviewed at least every 3 months with school and your EWO. After 12 months the order is usually discharged if you are regularly attending school.
)


 (
5. If the order is granted, the ESO will usually be in place for 12 months. You must therefore keep to the tasks given to you on the directions.
)


 (
4. On the date given, you will attend family proceedings court (this is a private court room and is NOT a criminal court). There is an opportunity for you and your parents to talk about the situation. A decision will be made by the magistrates to grant the order or not.
)
































[image: C:\Users\Jenny\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\JDAVMOAB\MC900389206[1].wmf]


 (
W
hat if it doesn’t work?
It is always hoped that the Education Supervision Order will work, however sometimes, for different reasons they don’t work. If, for whatever reason, you do not begin to attend school regularly, your EWO will apply to return to court and the magistrates will decide on the next steps. It is really important that everyone sticks to the tasks in the directions and to contact the EWO if experiencing any problems.
)
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Your 




 




 




 




 




 




 




 




 




 




 




 




 




 




 




 




 




 




What is an 




Education 




Supervision Order?




 




 




An Education Supervision 




Order is an order from 




court to ensure that you 




receive the education you 




deserve. It ensures that 




you and your parents are 




fully supported for you to 




attend school.




 




 




 




 




Why is an ESO being 




considered for me?




 




 




There are many reasons for an 




ESO to be considered, however 




they are only used when a school 




aged child is not attending school 




regularly. An ESO 




acknowledges 




that everyone (pupil, parents and 




school) involved is willing to make 




changes to ensure you attend 




school regularly. It is an alternative 




to parental prosecution and should 




always be seen as a positive 




process for all involved.




 




 




 




What 




happens when an ESO




 




is considered?




 




 




Your Education 




 




Welfare Officer will 




 




discuss with you,




 




 




your parents and 




 




your school about 




 




the possibility of an




 




ESO before anything is decided. If it is 




agreed, the following process will happen:




 




 




1. 




Your 




Supervisor




 




will put together 




‘draft 




   




directions’ which will form the 




outline of the ESO. There will be 




tasks for you, your parents, school 




and you EWO to stick to. This will 




ensure that everyone is doing what 




they said they would do to help you 




to attend school.




 




 




2. An 




ESO legal 




planning meeting will 




then be held to discuss 




the situation with a 




solicitor and to make 




sure everyone is happy 




with the draft 




directions. You and 




your parents will attend 




this meeting along with 




your EWO, someone 




from school and the 




senior EWO.




 




 




3. EWO will then put the 




paperwork together and 




apply to the court for the 




ESO. A court date will be 




received soon after and 




you will be given a copy 




of the submitted 




paperwork.




 




4. On the date given, you will 




attend family proceedings court 




(this is a private court room and 




is NOT a criminal court). There 




is an opportunity for you and 




your parents to talk about the




 




situation. A decision will be 




made by the magistrates to 




grant the order or not.




 




 




5. If the order is 




granted, the ESO will 




usually be in place for 




12 months. You must 




th




erefore keep to the 




tasks given to you on 




the directions.




 




 




6. The 




situation will be 




reviewed at least every 




3 months with school 




and your EWO. After 




12 months the order is 




usually discharged if 




you are regularly 




attending school.




 




 




W




hat if it doesn’t work?




 




 




It is always hoped that the Education Supervision Order will work, however 




sometimes, for different reasons they don’t work. 




If, for whatever reason, you do 




not begin to attend school regularly, your EWO will apply to return to court and 




the magistrates will decide on the next steps. It is really important that everyone 




sticks to the tasks in the directions and to contact the EW




O if experiencing any 




problems.




 




 




 








Education Supervision Orders (ESO)   A Guide for Pupils                                                                       Your                                   



What is an  Education  Supervision Order?     An Education Supervision  Order is an order from  court to ensure that you  receive the education you  deserve. It ensures that  you and your parents are  fully supported for you to  attend school.    



 



 



Why is an ESO being  considered for me?     There are many reasons for an  ESO to be considered, however  they are only used when a school  aged child is not attending school  regularly. An ESO  acknowledges  that everyone (pupil, parents and  school) involved is willing to make  changes to ensure you attend  school regularly. It is an alternative  to parental prosecution and should  always be seen as a positive  process for all involved.    



  What  happens when an ESO   is considered?     Your Education    Welfare Officer will    discuss with you,     your parents and    your school about    the possibility of an   ESO before anything is decided. If it is  agreed, the following process will happen:    



1.  Your  Supervisor   will put together  ‘draft      directions’ which will form the  outline of the ESO. There will be  tasks for you, your parents, school  and you EWO to stick to. This will  ensure that everyone is doing what  they said they would do to help you  to attend school.    



2. An  ESO legal  planning meeting will  then be held to discuss  the situation with a  solicitor and to make  sure everyone is happy  with the draft  directions. You and  your parents will attend  this meeting along with  your EWO, someone  from school and the  senior EWO.    



3. EWO will then put the  paperwork together and  apply to the court for the  ESO. A court date will be  received soon after and  you will be given a copy  of the submitted  paperwork.  



4. On the date given, you will  attend family proceedings court  (this is a private court room and  is NOT a criminal court). There  is an opportunity for you and  your parents to talk about the   situation. A decision will be  made by the magistrates to  grant the order or not.    



5. If the order is  granted, the ESO will  usually be in place for  12 months. You must  th erefore keep to the  tasks given to you on  the directions.    



6. The  situation will be  reviewed at least every  3 months with school  and your EWO. After  12 months the order is  usually discharged if  you are regularly  attending school.    



W hat if it doesn’t work?     It is always hoped that the Education Supervision Order will work, however  sometimes, for different reasons they don’t work.  If, for whatever reason, you do  not begin to attend school regularly, your EWO will apply to return to court and  the magistrates will decide on the next steps. It is really important that everyone  sticks to the tasks in the directions and to contact the EW O if experiencing any  problems.    
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I, >
, am employed by >

as a >

at >
. I am making this statement in support of the Local Education Authority’s application for an Education Supervision Order for >.


QUALIFICATIONS



EXPERIENCE



FAMILY STRUCTURE



INTRODUCTION



1.



2. etc



SUBJECT



4.



5. etc



FAMILY AND HOME BACKGROUND



7.



8.  etc



WORK ALREADY UNDERTAKEN



9.



10.  etc



WELFARE CHECK LIST



12.
There are a number of principles, which the Children Act 1989 requires the Court to consider before making an Order.




(a)  
Ascertainable wishes of the child




(b)
Physical, Emotional and Educational Needs


           (c)
The likely effect on……….. of any changes in his/her circumstances




(d)
Any harm which …………… has suffered or is at risk of suffering



(e)
How capable are his/her parents of meeting her/his needs


(f)
Age, sex, background and any characteristics of her/him which the Court consider relevant



(g)
The range of powers available to the Court under the Act in 


proceedings in question Sec 36 Education Supervision Order for one year; Schedule 3 Paragraph 16 Statutory directions; Sec 37 Direction that ocial Care investigate the circumstances of the child; No order


SUMMARY



12.



13.  etc



…………………………………



Position:
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ESO WELFARE CHECK LIST CONSIDERATION








12.	There are a number of principles, which the Children Act 1989 requires the Court to consider before making an Order.





			(a) Ascertainable wishes of the child – 




















			(b) Physical, Emotional and Educational Needs – 

















			(c) The likely effect on >……….. of any changes in his/her circumstances

















			(d)	Any harm which >……… has suffered or is at risk of suffering


	














			(e)	How capable are his/her parents of meeting her/his needs

















			(f)	Age, sex, background and any characteristics of her/him which the


           Court consider relevant

















			(g)	The range of powers available to the Court under the Act in 


           proceedings in question Sec 36 Education Supervision Order for one 


           year; Schedule 3 Paragraph 16 Statutory directions; Sec 37 Direction that


           Social Care investigate the circumstances of the child; No order


 




















ESO 




WELFARE CHECK LIST




 




CONSIDERATION




 




 




 




12.




 




There 




are a number of principles, which the Children Act 1989 requires the 




Court to consider before making an Order.




 




 




(a)




 




Ascertainable wishes of the child




 




–




 




 




 




 




 




 




 




(b)




 




Physical, Emotional and Educational Needs




 




–




 




 




 




 




 




 




(c)




 




The likely effect on




 




>




……….. 




of any changes in his/her circumstances




 




 




 




 




 




(d)




 




Any harm which




 




>




……… 




has suffered or is at risk of suffering




 




 




 




 




 




 




(e)




 




How capable are his/her parents of meeting her/his needs




 




 




 




 




 




(f)




 




Age, sex, background and any 




characteristics of her/him which the




 




       




 




   




Court




 




consider relevant




 




 




 




 




 




(g)




 




The range of powers available to the Court under the Act in 




 




          




 




proceedings 




in question




 




Sec 36 Education Supervision Order for one 




 




           




year; Schedule 3 Paragraph 16 Statutory directions; Sec 37 Direction that




 




          




 




Social 




Care 




investigate the circumstances of the child; No order




 




 




 




 




 




 








ESO  WELFARE CHECK LIST   CONSIDERATION       12.   There  are a number of principles, which the Children Act 1989 requires the  Court to consider before making an Order.    



(a)   Ascertainable wishes of the child   –              



(b)   Physical, Emotional and Educational Needs   –            



(c)   The likely effect on   > ………..  of any changes in his/her circumstances          



(d)   Any harm which   > ………  has suffered or is at risk of suffering            



(e)   How capable are his/her parents of meeting her/his needs          



(f)   Age, sex, background and any  characteristics of her/him which the                 Court   consider relevant          



(g)   The range of powers available to the Court under the Act in                 proceedings  in question   Sec 36 Education Supervision Order for one                year; Schedule 3 Paragraph 16 Statutory directions; Sec 37 Direction that                Social  Care  investigate the circumstances of the child; No order          
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			FIRST WARNING LETTER


			(School Address)








			(Parent’s Address)





			











			our reference


			your reference:


			please ask for: (Key contact in school)


			date:








			


			


			





			


			


			





			


			








Dear (Name of Parent – Separate letter needed for each Parent who has day to day responsibility)


NAME:   





DATE OF BIRTH:  


SCHOOL:  


FIRST WARNING


I am writing to you because my attention has been drawn to (Child’s name) irregular attendance at school.  According to the class register, since (Date of first absence), (Child’s name) has been marked absent for (   ) sessions, of which (    ) were authorised and (   ) were unauthorised.  (Child’s name) has completed (  ) full weeks in school, out of a possible (  ) weeks.  A copy of the attendance register is enclosed.


 Such attendance is not acceptable and I must remind you that S.444, Education Act 1996 requires you to make sure that your child comes to school, on time, every time the school is open.  I am writing this letter to give you an opportunity to make sure that from now on and in future, your child attends school regularly.



Failure to do so may result in the Local Authority taking one of the following actions:



(A)
Initiating legal proceedings in the Magistrates Court under S.444 (1) Education




Act 1996.  If convicted under this section, you may be fined up to £1000.



(B)
Initiating legal proceedings in the Magistrates Court under S.444 (1A) Education




Act 1996.  If convicted of this offence you may be fined up to £2,500 or be sent to




prison for up to 3 months or both.




I now look forward to your co-operation in ensuring an immediate and sustained improvement in your child’s school attendance.



If you wish to discuss this matter further or you require any help, please do not hesitate to contact (School or named person) at the above address.


Yours sincerely
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Attendance Planning Meeting Invite Letter.doc

			


			





			     


     


     


     


     


     





			








Date 

                      


Dear


ATTENDANCE PLANNING MEETING



NAME:   

      
DATE OF BIRTH: 


As there has been no improvement in                   ‘s school attendance, you and             your son/daughter are requested to attend an Attendance Planning Meeting at (time)  on  (date), at  (venue).                       .


It is extremely important that you attend this meeting, as                     ’s attendance record is so poor that we now have to consider whether legal proceedings should be investigated.



The meeting will give you the opportunity to discuss your views with the senior leadership team.


Yours sincerely                                    
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Attendance Planning Meeting - Reply Slip.doc

TO:




FROM: _________________________________________



ATTENDANCE PLANNING MEETING



RE:  
DOB:  


REGISTERED PUPIL AT     SCHOOL


DATE AND VENUE:  


I *will/will not be sending a representative to the above meeting.



*(Please delete as appropriate)



Written reports attached
Yes

No   (please indicate)



Signed: _____________________________   Date _________________



_________________________________________________________________________


If you have difficulty making contact



please phone 01244 602424



Website: www.cheshire.gov.uk


_________________________________________________________________________


If you have difficulty making contact



please phone 0151 357 6876



Website: www.cheshire.gov.uk
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CONFIDENTIAL


ATTENDANCE PLANNING MEETING



HELD ON 


AT: 



RE:                                             DOB: 


REGISTERED PUPIL AT:                    YR 


CURRENT ATTENDANCE RECORD: 


(Record of attendance attached)



			Present:


			NAME


			AGENCY





			


			


			





			


			


			





			


			


			





			


			


			





			


			


			





			


			


			





			


			


			





			


			


			





			


			


			





			


			


			








			Also invited but did not attend:


			


			





			


			


			





			


			


			





			


			


			





			


			


			





			


			


			








			Apologies:


			


			





			


			


			





			


			


			





			


			


			





			


			


			





			


			


			








.



INFORMATION PROVIDED BY SCHOOL 


Response:


INFORMATION PROVIDED BY HEALTH AGENCIES



Response:


INFORMATION PROVIDED BY OTHER AGENCIES


Response:



INFORMATION PROVIDED BY PARENT/CARER


Response:



INFORMATION PROVIDED BY CHILD



Response:


SUMMARY


ACTION AGREED



REVIEW DATE AND TIME: …………………………………………………………….
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			FINAL WARNING


(Parent’s name and address)


			(School address)





			


			











			our reference


			your reference:


			please ask for: (Named contact in school)


			date:





			


			


			 





			


			





			


			








Dear (Name of Parent – separate letter needed for each Parent who has day  



to day responsibility)


NAME:    
DOB: 


SCHOOL:  


FINAL WARNING



On (Date First Warning Letter was sent), we wrote to you concerning the irregular attendance at school of your son/daughter.



Unfortunately, I now have to contact you again as (Child’s Name) has continued to be absent from school over the last (   ) weeks.


Obviously such a record is not acceptable and I now have to warn you that unless there is an immediate improvement in (Child’s Name) school attendance, the school will have no option but to refer the case to the Local Authority who will instigate one of the following options:



(A) Initiating legal proceedings in the Magistrates Court under S.444(1) Education Act 1996.  If convicted under this section you may be fined up to £1000.


(B)
Initiating legal proceedings in the Magistrates Court under S.444(1A) 
Education Act 1996. If convicted of this offence you may be fined up to 
£2,500 or be sent to prison for up to 3 months or both.


Yours sincerely                                       
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CRIMINAL JUSTICE ACT 1969 – Section 9



MAGISTRATES’ COURT ACT 1980 – Section 102



MAGISTRATES’ COURT RULES 1981 – Rule 70



STATEMENT OF:



Reference:






STATEMENT OF WITNESS



C.J. Act 1967, s.9; M.C. Act 1980, ss5A(3)(a), 5B,  (M.C. Rules 1981, r.70)


STATEMENT OF:



AGE:



Over 21 years



OCCUPATION:



OFFICE ADDRESS:         



This Statement, consisting of (no.) pages, each signed by me, is true to the best of my knowledge and belief and I make it knowing that, if it is tendered in evidence, I shall be liable to prosecution if I have stated anything which I know to be false or do not believe to be true.



Signed_______________________   Dated the    day of       201


I am >

and I am employed by >
l as an >
 with responsibility for the pupils at >
I have held this position since >. One of my responsibilities is to monitor whether parents are ensuring the regular attendance at school of registered pupils of compulsory school age as required by ss.7 and 8 of the Education Act 1996.



During the period of information, in connection with these duties I have been involved in the case of >
and their/his/her child >, DOB >, aged >, who is a registered pupil at school. The family reside at > 


During this period, from >
to >,
attended school on > occasions out of a possible >
 occasions of which >
absences were authorised and >
were unauthorised. The certificate of attendance produced under section 566, Education Act 1996 is attached hereto.



An Education Supervision Order was considered in this case, however the level of parental engagement is insufficient in this case in supporting the child to attend school, therefore it was decided that it was inappropriate at this time.  (ESO consideration)



The child is not in receipt of an Education Health Care Plan or undergoing assessment for the same. 



I have measured the distance by the shortest route from the home 
to the school and found it to be …..  miles.



Signature ________________________ Witnessed _________________


Page 1 of 5



PAGE  


Page 2 of 4


Signature ________________________ Witnessed _________________
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PROSECUTION CHRONOLOGY



Name of Pupil:      
Date of Birth 



School:  



EHCP:   


			DATE


			EXHIBIT NO.


			CONTACT


			OUTCOME
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PACE CHRONOLOGY



Name of Pupil:      
Date of Birth 



School:  



EHCP:   


			DATE


			EXHIBIT NO.


			CONTACT


			OUTCOME
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Cheshire West and Chester Council


Attendance & Punctuality Policy including EBSN 2022/23
Template





Introduction and Aim





[bookmark: _Hlk104476833]<insert school> recognises the importance of good attendance and the impact it has on children’s progress, attainment, enjoyment of learning and relationships within school. Good attendance helps a child to realise their potential and ensure they are motivated, confident and enjoy a diverse range of curricular opportunities and experiences. Our school policy and prospectus promote good attendance, which is recognised and rewarded as an achievement. The school monitors attendance and ensures quick and early intervention if a problem is identified. We recognise that whole school preventative and proactive approaches are key to promoting children wellbeing and attendance.  A child must attend school every day that they are required to do so unless an exceptional circumstance applies. 


[bookmark: _Hlk60750019]Our policy is accessible to leaders, staff, pupils, and parents, and is published on our school website. It will be sent to Parents with any initial information when pupils join the school and reminded of it at the beginning of each school year and when it is updated. As the barriers to attendance evolve quickly, the policy should be reviewed and updated as necessary. In doing so, we will seek the views of pupils and parents. The Attendance & Punctuality Policy is based on the premise of equal opportunities for all.





1. Legislation





Regular and punctual attendance at school is a legal requirement. Regular attendance is essential to enable children to maximise their educational attainment, opportunities and further development.


· Section 7 of the Education Act 1996 states that “The parent of every child of compulsory school age shall cause him/her to receive efficient full-time education either by regular attendance at school or otherwise”.  


· Section 444 (1) of the Education Act 1996 states that “if a child of compulsory school age who is a registered pupil at a school fails to attend regularly at the school his parent is guilty of an offence”.


· Section 576 Education Act 1996 - Meaning of “parent”


For the purposes of Education Law, the definition of a ‘parent’ and who is responsible for ensuring regular attendance to school is:


· all biological parents, whether they are married or not


· any person who, although not a biological parent, has parental responsibility for a child or young person - this could be an adoptive parent, a step-parent, guardian or other relative


· any person who, although not a biological parent and does not have parental responsibility, has care of a child or young person.  This could be one parent, both parents and/or carer/s.





2. Registers





Registers provide the daily record of attendance of all pupils.  They are legal documents and the register may be required in a court of law, for example as evidence in prosecutions for non-attendance in school.





‘Education (Pupil Registration) (England) Regulations 2006’ (section 6)


Schools must take the attendance register at the start of the first session of each school day, morning (a.m.)  and once during the second session, afternoon (p.m.). 





On each occasion they must record whether every pupil is: 


• Present


• Attending an approved educational activity


• Absent 


• Unable to attend due to exceptional circumstances.





The school should follow up any absences to: 


• Ascertain the reason


• Ensure the proper safeguarding action is taken 


• Identify whether the absence is approved or not; and, 


• Identify the correct code to use before entering it on to the school’s electronic register, or management information system as a priority and returned to the school office in a timely manner. This is used to download data to the School Census.


· Consider early identification, assessment, intervention and support processes that may need to be implemented.





The register should be marked using the codes as advised by the Department for Education (DfE) ‘Working together to improve School Attendance Guidance’ (for maintained schools, academies, independent schools and local authorities) https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1073616/Working_together_to_improve_school_attendance.pdf  (See appendix 3.)





3. Procedure 





Children are expected to attend school regularly, unless there is good reason for absence.


There are two types of absence:


· Authorised (where the school approves a pupil absence)


· Unauthorised (where school will not approve the absence)





The school has a duty to safeguard all its pupils. If a child is absent, the parents/carers should inform the school on the first day of absence and each following day of absence, stating the reason. 


<insert Information and contact details of the school staff who pupils and parents should contact about attendance on a day to day basis (such as a form tutor, attendance officer etc>


< insert Information and contact details of the school staff who are responsible for more detailed support on attendance (such as a head of year, pastoral lead or family liaison officer etc>


The name and contact details of the senior leader responsible for the strategic approach to attendance in school is <insert name>


The school office will make contact with home when a child is absent, and the parent/carer has not notified the school of the absence. If no contact can be achieved or the reason for absence is not accepted the absence will be unauthorised.





4. What can parents/carers do to help and working in partnership with Parents/ Carers





Let the school know straight away why your child is absent. Home/school communication is


extremely important in supporting your child to achieve and feel settled in school. Try to make any dental/GP appointments outside of school time











It is pertinent that school and parents / carers work together with a shared plan and outcomes when supporting a child / young person’s attendance and wellbeing. If despite persistent attempts to work with parents, there continues to be a lack of engagement, then legal procedures may be followed to secure engagement and school attendance 





As a school we recognise that building respectful relationships with families and working in collaboration is essential to ensuring the best outcomes for children / young people. We require all parents to actively support the work of the school, including promoting attendance and engagement. We are committed to ensuring that systems and processes are in place with regards to promoting attendance and would encourage parents to make contact if they have concerns about their child. 





We will provide parents / carers with information about Emotionally Based School Non-attendance to discuss needs and strategies to support their child, as appropriate (see EBSN Parent Leaflet).  





5. Absence Monitoring





School robustly monitor and analyse attendance data to promptly identify and address possible concerns and allow for early interventions to support the child/family’s underlying needs. This will include – 


· Weekly attendance code analysis 


· Specific cohort and group monitoring – particularly for vulnerable groups i.e. children with a social worker 


· Monitoring of lesson attendance across all subjects 


· ‘Welcome back’ meeting for all pupils that have been absent for 5 days – to check wellbeing and ensure there are no ongoing needs that will impact on attendance 


· The school’s strategy for using data to target attendance improvement efforts to the pupils or pupil cohorts who need it most. 


· • The school’s strategy for reducing persistent and severe absence, including how access to wider support services will be provided to remove the barriers to attendance and when support will be formalised in conjunction with the local authority. 





6. Early Identification and Intervention: assess, plan, do and review  





Every pupil has a right to a full-time education and <insert school> sets high attendance expectations for all pupils.  <insert school> will consider the individual needs of pupils and their families who have specific barriers to attendance and will consider our obligations under the Equality Act 2010 and the UN Convention on the Rights of the Child.


For any child / child person who is absent from school it is essential to fully understand the reasons for this so that targeted, evidence-based interventions and support can be put into place. All staff have a part to play in promoting attendance. We recognise the importance of ensuring that key members of staff from across the school, including Form Tutors, attendance, pastoral and SEND staff work in collaboration to consider and identify the holistic needs of the child/young person and to overcome barriers to attendance. In accordance with the principles of early intervention, a graduated approach of assess, plan, do and review will be followed utilising a arrange of school-based resources, evidence-based interventions and seeking advice and support from external services at an appropriate stage, when needed. 





Appropriate assessments will be important to help understand the underlying reasons that may be contributing to attendance difficulties. This may be an assessment that focuses on the individual child’s needs such as an SDQ, SEND assessments and wellbeing assessments or may include the holistic needs of the family, such as a TAF assessment. Assessments will include the views of the child/young person as well as parents/carers, and identify strengths (what is working well) and needs (what is working less well). 





Assessments undertaken may identify that a child/young person is experiencing underlying emotional based needs that are contributing to non-attendance. Cheshire West and Chester Council has developed guidance for schools - Emotionally Based School Non-attendance: Good practice guidance for schools (revised November 2021). This is a whole school framework with a graduated approach to support the early identification and intervention of children/young people who may struggle to cope in school/attend school. 





Information from assessments will inform a SMART action plan with focussed targets developed in partnership with families, and other services as appropriate. For example, Early Help and Prevention and Social Care may have a part to play in the delivery of support and intervention to promote engagement and attendance. SMART plans should be personalised to effectively meet a child / young person’s needs and improve attendance and wellbeing outcomes. 





Regular reviews of support and attendance plans are essential to monitor the impact of interventions and to adjust these accordingly. If, despite targeted support and intervention, attendance and wellbeing concerns persist, we may seek further advice and support from external services including mental health services, specialist teaching and education services (insert further services). 





7. Medical Absence





Absence due to sickness should be reported to the school by phone or using the <insert app> on the first day of absence. The school should be kept informed during longer periods of absence. School will contact parents during the first day if no satisfactory reason for absence has been received.  





Any medical absences in excess of 5 days (10 sessions) per academic year will need to be supported by medical evidence. If no medical evidence is received, then the absence may be recorded as unauthorised.  The school will work with all families on an individual basis if medical absences


exceed the maximum threshold.





If a medical absence is likely to be ongoing or long term, then we will offer support in accordance with the school’s policies and statutory guidance relating to Children with health needs. https://www.gov.uk/government/publications/supporting-pupils-at-school-with-medical-conditions--3.   As a school we need to plan how children can access Education and how and when the child will return to school. In accordance with the Equality Act 2010 the school must also demonstrate that reasonable adjustments are made to meet child’s Educational Needs. 


[bookmark: _Hlk76480755]For children who have a medical condition and cannot attend school, the school will refer to the Cheshire West and Chester Council’s Medical Needs Team.  https://www.cheshirewestandchester.gov.uk/documents/education-and-learning/medical-needs-service/medical-needs-policy-latest.pdf





Their policy states that referrals must come directly from the child’s school and must be supported by medical evidence from one of the following health professionals:


· consultant paediatrician or adolescent psychiatrist


· consultant child psychiatrist


· hospital consultant


Supporting evidence from a General Practitioner alone cannot be accepted. 


8. Lateness and Punctuality 





School begins <insert time>, and all pupils are expected to be in school for registration at that time.





· Register taken at <insert time>


· Registers close <insert time>





Any child who arrives after the gates are closed must enter the school by the main entrance and report to the school office to sign in. If pupils are not in class when the register is taken, they will be coded as ‘L’. Any late arrivals after <insert time> will be coded as ‘U’ which is an unauthorised absence for that session.





In accordance with the ‘Education (Pupil Registration) (England) Regulations 2006’, if your child arrives after the registers close, they will receive a mark, code U, that shows them to be on site, but this will not count as a present mark and it will mean they have an unauthorised absence. This may mean that you could face the possibility of a Fixed Penalty Notice or other legal action if the problem persists.  





Children who are consistently late for school are disrupting not only their own education, but also that of other children. Where persistent lateness gives cause for concern, you will be invited to a meeting to resolve the issues.  If there is no improvement following this meeting, further action will be taken which may include referral to external agencies. 


You may approach the school at any time for support and advice if you are having difficulty getting your child to school on time or maintaining regular attendance. 





9. Unauthorised Absence and Fixed Penalty Notice





An absence may be coded as ‘unauthorised’ if:


i. no reason for absence has been given


ii. medical evidence is not received when requested


iii. a request for a leave of absence has been unauthorised


iv. a pupil arrives at school after registration has closed at <insert time>.





Parents/carers should be aware that <insert school> may contact the Local Authority if a pupil has 10 or more unauthorised absences in the current term with a view to issuing a Fixed Penalty Notice or other legal action. The Fixed Penalty Notice is issued individually to each parent/carer who fails to ensure their child’s regular attendance at school. The Penalty is £60 per parent/carer per child if paid within 21 days rising to £120 if paid within 28 days. Non-payment of the Fixed Penalty Notice may result in prosecution in the Magistrates court (see appendix 1).





10. Application for Exceptional Circumstances





In September 2013, amendments to the Education (Pupil Registration) (England) Regulations 2006, make it clear that Head Teachers may not grant any Leave of Absence (holiday) during term time unless there are ‘exceptional circumstances’





The Head Teacher and the Governing Body will determine what constitutes an exceptional


circumstance on an individual basis. If parents/carers need to request Exceptional Leave of Absence, they must complete an ‘Exceptional Leave of Absence’ form available from the school office. It should be noted that if any application is declined and absence occurs of a consecutive 5 or more unauthorised days, then school may apply to the Local Authority for a Fixed Penalty Notice to be issued to each parent/carer.





The following will not be deemed to be exceptional circumstances:


· Family holiday


· Availability of less expensive holiday


· Availability of holiday accommodation


· Parent/carer’s working commitments


· Holiday pre-booked by another family member





A child’s absence during term time seriously disrupts their continuity of learning. Not only do they miss the teaching on the days they are away but are less prepared for the lessons building on that teaching when they return to school. There is a consequent risk of under achievement, which we must seek to avoid.


The Governing Body is responsible for ensuring any attendance issues are dealt with in line with school policy.





11. Religious Observance





We recognise that some pupils may need to participate in days of religious observance.


Where a day of religious observance.





· falls during school time and


· has been exclusively set apart for religious observance by the religious body to which the pupil belongs


We ask that parents/carers notify <insert school> in writing in advance where absence is required due to a religious observance.





12. Enforced School Closure





If <insert school> was forced to close for a period of time, we have the facility to operate an


online virtual school. The expectation is children will still engage with ALL activities when work is set. Procedures for online learning will be sent to parents as and when required.





13. [bookmark: _Toc50626554]Impact


All pupils will achieve well by developing knowledge and skills on their journey through school. Due to robust monitoring of attendance, all pupils, including vulnerable children and children with special educational needs and disabilities (SEND), will have fair and equitable access to school in order to achieve the best possible outcomes. Pupils will leave <insert school> ready for a successful transition to secondary education/further education or employment.


























The table below sets out the attendance targets and at what stage parents/carers will be contacted about their child’s attendance. 


[image: Diagram
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See appendix 2 for further breakdown of missed sessions. 
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Appendix 1


Cheshire West & Chester


Code of Conduct for Education Fixed Penalty Notice (Unauthorised Leave of Absence & Irregular


Attendance)





1. A Fixed Penalty Notice (FPN) can only be issued in cases of unauthorised absence.


2. A maximum of two FPNs may be issued in an academic year and these FPNs may be issued against each parent/carer of a child. Once two FPNs have been issued, should there be further unauthorised absences, the Local Authority are able to move to prosecution immediately.


3. A FPN may be issued per parent per child.


4. Penalty Notices may be considered appropriate if:


· Unauthorised absences of at least 10 consecutive school sessions (five school days).


· Sessions either side of a weekend or school holiday will be counted as consecutive school days.


· For poorly attending learners, at least 10 sessions (five school days) lost due to unauthorised absence during a school term. These do not need to be consecutive.


· For poorly attending learners, persistent late arrive at school in a term. Persistent means at least 10 sessions of late arrival.


· The presence of an excluded child in a public place in the child’s first five days of exclusion.


6. The school must notify parents of the Attendance Policy and clearly state that parents may receive an FPN for an unauthorised leave of absence relating to holiday in term time.


7. Schools and the Education Welfare Services will take into account any exceptional circumstances when determining whether to issue a FPN.


[bookmark: _Toc50626562]















































Appendix 2


What does ‘percentage attendance’ mean?


Parents/carers should be advised that from September 2015 the Government have categorised those pupils who have attendance of 90% and below as ‘Persistent Absence’ pupils (P.A.). RSA will be specifically targeting this cohort of pupils, in an effort to improve their attendance in the future. The table below shows the learning time lost against percentage attendance figures.


			Attendance during one school year


			Equivalent 


Days 


			Equivalent 


Sessions 


			Equivalent 


Weeks 


			Equivalent Lessons 


Missed 





			95% 


			9 Days 


			18 Sessions 


			1.4 Weeks 


			45 Lessons 





			90% 


			19 Days 


			38 Sessions 


			3.4 Weeks 


			95 Lessons 





			85% 


			29 Days 


			58 Sessions 


			5.4 Weeks 


			145 Lessons 





			80% 


			36 Days 


			72 Sessions 


			7.1 Weeks 


			180 Lessons 





			75% 


			48 Days 


			96 Sessions 


			9.3 Weeks 


			240 Lessons 











[bookmark: _Toc50626563]






























































Appendix 3


Absence Codes: 


According to the DfE guidance the following codes are used on the register. 








			Code I


			Illness


			Schools can request medical evidence from parents/carers if they feel the authenticity of an illness is in doubt. 





			Code M


			Medical or dental appointments


			Parents/Carers are encouraged to arrange appointments out of school hours but the school will authorise if confirmation of the appointment is provided.





			Code C


			Other circumstances


			This code will be used for any authorised non-medical reasons for a child’s absence from school, i.e. – family funeral.





			Code D


			Dual Registered


			This code will be used if a pupil is registered at two schools.





			Code J


			Interview 


			This code will be used when it has been agreed that the pupil can miss school to attend an interview or entrance exam





			Code P


			Approved sporting activity 


			This code will be used in times of approved sporting activities in school times, i.e. – training sessions, trials and sporting events.





			Code R


			Religious Observation 


			This code is used to cover major religious festivals during term-time. The school will only authorise one day absence for religious events.





			Code V


			Educational visits and trips





			Code W


			Work Experience





			Code G


			Family holiday not authorised by the school or in excess of agreed period





			Code U


			Arrived late to school after 9.30am





			Code N


			Reason for absence not yet provided





			Code O


			Absent from school without authorisation





			Code X


			Not required to be in school (not compulsory school age)









































Guidance for schools – Attendance case working. (School only)





These stages should be followed once a pupil has reached 10 sessions of unauthorised absence and the school is considering the Education Welfare Service’s involvement as current strategies are not improving attendance. 





Stage 1 (within 30 days) 





· Ensure usual attendance policy procedures are being followed 


· Continue normal first day contact etc. 


· Conduct investigative safeguarding home visits.


· Gather information from teaching and support staff regarding the pupil’s strengths and needs – this may include a round robin 


· Meet with pupil to elicit their views about school (eg. what is working well / working less well)  


· Develop a shared action plan in collaboration with parents / carers, pupils and key staff (informed by assessments and to address specific factors underlying non-attendance) 


· Continue to follow assess, plan, do and review cycles focussed on targeted intervention and support – eg. Support and Attendance Plan 


· Make an initial single assessment (simplified TAF assessment) 


· Refer to other agencies as appropriate (e.g iART) 


If parent/carer does not engage with support offered


· Arrange an Attendance Panel Meeting to discuss barriers to attendance, record the voice of the child and complete and ESO checklist 


· Consider an irregular attendance FPN (10-26 sessions unauthorised) 


· Consider a first warning letter for prosecution for more entrenched cases (26+ sessions) 





Stage 2 (within 60 days)





· Continue with usual contact in line with attendance policy 


· Conduct further home visits 


· Discuss case with attendance lead in school 


· Consider Attendance Planning Meeting if there is no improvement following the prosecution first warning letter 


· Issue a final warning letter if no improvement following the Attendance Planning Meeting 


· Consult with Education Welfare Officer to support in preparing witness statement and exhibits of evidence 





Stage 3 (within 90 days) 





· EWO will support in setting up Court File as follows: 


· Statement of evidence S9 


· Exhibits (labelled and numbered) 


· Head teacher certificate 


· Recent registration certificate 








Please note, each section says WITHIN the time scale, so you don’t have to wait until 30 days have passed to take action.





[image: ]	Comment by BROTHERTON, Natalie: Consider including a box around early identification, assessment, support and planning between letter and attendance panel








Emotionally Based School Non-attendance (EBSN)


Emotionally Based School Non-attendance (EBSN) is a term used to describe the needs of CYP who struggle to attend school due to underlying emotional based needs, such as anxiety, unhappiness and despair. These CYP may be reluctant to leave home and can present high levels of distress in response to parents’ attempts to get them to school. This can result in prolonged absences from school. 


EBSN is complex and multifaceted, requiring a holistic approach to assessment and intervention. Good practice guidance emphasises the importance of early identification and intervention to support the needs of CYP who may struggle to attend school, developing a SMART support plan, with timely review processes (CW&C, 2018). 


The EBSN framework is embedded within the school’s Attendance Policy and we use many of the tools and resources to underpin our early identification of need and targeted support and intervention approach. 


Schools can access EBSN training and Guidance (EBSN: Good Practice Guidance for Schools) via: eCWIP for Education - Cheshire West Industry Professionals








































































































Stage 1 letter 





Our ref: XXXX 


Date 


Name 


Address 





Dear <insert parent/carer name> 





RE: Stage 1 Attendance letter 


<insert pupil name> 


Re: Attendance – XX% 





At <insert school> we have a strong focus on attendance to ensure that all pupils make excellent progress and achieve their very best potential.





Our records show that <insert pupil name> attendance is XX%. (Please see enclosed attendance record). As this is just falling below the national expected minimum of 96% we are therefore writing to offer additional support and to open communication in the hope that we can improve their attendance and ensure that it improves. 





Good attendance is key to ensuring that pupils progress well at school. In addition, your child’s attendance record has to be conveyed in any future reference provided by the school. 


We are hopeful that your child’s attendance will improve and we wish to offer our support and ask that you communicate to us any provision or assistance which you feel may be beneficial or communicate any reasons why you feel that improved attendance may be difficult so that we can work together in supporting your child. 





The aim is for your child’s attendance to improve within the next 4 weeks in order to avoid having to issue a continued attendance concern letter. If you would like to discuss anything in relation to this letter, please do not hesitate to contact me.





Yours sincerely, 








Name


Position





























Medical evidence letter





Our ref: XXXX Date 


Name 


Address 


United Kingdom 





Dear <insert parent/carer name> 





Re: Medical Evidence 


<insert pupil name> Re: Attendance – XX% 





<insert school> places great emphasis upon every student achieving their full potential.  It is important therefore that every student attends the school regularly and participates in the schooling that is offered if they are to make good progress and benefit from the opportunities that school offers. 





It is expected that parents/carers support their child by complying with the law which imposes a duty on parents/carers to ensure that their son/daughters are properly educated.  





I am aware that there have been reasons provided for these absences however to enable us to authorise any future absences due to illness medical evidence will be required.





This can be in the form of:


· Copy of prescription relating to the illness


· A dated note from the GP’s receptionist confirming your visit to the GP


· A medical appointment card


· Evidence of medical prescribed by the GP





May I remind you that after 10 sessions (5 days) of unauthorised absence you may receive a fixed penalty notice warning.





If there is anything that you feel the school should be aware of, or that I can help you with, I would be grateful if you could telephone me at school to discuss this further.





Yours sincerely, 








Name


Position 


























Stage 2 letter 





Our ref: XXXX Date 


Name 


Address 


United Kingdom 





Dear <insert parent/carer name> 





Re: Invitation to Stage 2 Attendance Action Plan meeting 


<insert pupil name> Re: Attendance – XX% 





At <insert school> we have a strong focus on attendance to ensure that all pupils make excellent progress and achieve their very best potential.





Our records show that <insert pupil name> attendance is XX%. (Please see enclosed attendance record). As this is now below the national expected minimum of 96% and a previous letter has been issued to offer support, we are therefore now writing to offer further provision and to strengthen communication by inviting you to come into school on <day, date and time> when we will discuss the matter and form an Action Plan. 





If you would like us to attend the family home or meet at another location please advise us at your earliest convenience. 





I look forward to seeing you at this meeting. If this is inconvenient, please contact me as soon as possible to rearrange a more suitable time. 





Yours sincerely, 








Name


Position 






































[bookmark: _Toc50626394][bookmark: _Toc50626565]Stage 3 letter (a)





Our ref: XXXX 


Date 


Name 


Address 


United Kingdom 





Dear <insert parent/carer name> 





Re: Invitation to Stage 3 Attendance planning meeting after no response 


<insert pupil name> Re: Attendance – XX% 





I am writing to you regarding the previous letter I sent out requesting a meeting regarding <insert pupil name> attendance record. Unfortunately, I have had no response. 





Our records show that <insert pupil name> attendance is XX%. (Please see enclosed attendance record). This is below the national expected minimum of 96% and is therefore a cause for concern. 





You are invited to attend a meeting to be held at <insert place> on <day, date and time>. 





The purpose of the meeting is to discuss a way forward in improving your <insert pupil name> attendance. A representative of the Local Authority may be present at this meeting to ensure that we can form a robust action plan and make rapid progress due to the fact that the previous meeting has not been attended. 





You are urged to attend this meeting as failure to do so may result in a fixed penalty notice being issued against you. 





Yours sincerely, 











Name


Position








Stage 3 letter (b)





Our ref: XXXX 


Date 


Name 


Address 


United Kingdom 





Dear <insert parent/carer name> 





Re: Invitation to Stage 3 Attendance planning meeting after no improvement 


<insert pupil name> Re: Attendance – XX% 





I am writing to you regarding the previous meeting regarding <insert pupil name> attendance record. Unfortunately, their attendance has not improved and there is now a more serious concern about their welfare and educational needs being met. 





Our records show that <insert pupil name> attendance is XX%. (Please see enclosed attendance record). This is now well below the 96% expected minimum and is therefore a major cause for concern. 





You are invited to attend a meeting to be held at <place> on <day, date and time>. 


The purpose of the meeting is to discuss a way forward in improving your <insert pupil name> attendance. 





A representative of the Local Authority may be present at this meeting to ensure that we can form a robust action plan and make rapid progress due to the fact that your child’s attendance is not improving. 





You are urged to attend this meeting as failure to do so may result in a fixed penalty notice being issued against you. 





Yours sincerely, 











Name


Position





Letter after Stage 3 – Attendance Action Plan 





Our ref: XXXX 


Date 


Name 


Address 


United Kingdom 





Dear <insert parent/carer name> 


<insert pupil name> Re: Attendance – XX% 





I am writing to you regarding the recent meeting which we had concerning <insert pupil name> 


attendance at the <insert school>. 





I have enclosed a copy of the Action Plan for your information and attention. 





May I take this opportunity to inform you that: under Section 444 of the Education Act 1996, you have a legal responsibility to ensure that <insert pupil name> attends the <insert school> regularly. Failure to do so may lead in legal action being taken against you by the Local Authority resulting in prosecution. 





Thank you for attending the recent meeting; it is only by all working together that we can achieve the best possible educational and social outcomes for our pupils. 








Yours sincerely, 








Name


Position
























































Letter after failure to attend Stage 3 meeting 


Our ref: XXXX 


Date 


Name 


Address 


United Kingdom 





Dear <insert parent/carer name> 


<insert pupil name> Re: Attendance – XX% 





As you failed to attend a meeting on <day, date and time>, you are now invited to attend a meeting to be held at the <insert school> on <day, date and time>. 


The purpose of the meeting is to discuss a way forward in improving your child’s attendance. A representative of the Local Authority will be present at this meeting. 


You are urged to attend this meeting as failure to do so may result in a fixed penalty notice being issued against you. I enclose a copy of your child’s registration certificate. 





Yours sincerely, 





Name


Position
























































Stage 4 letter: still no improvement after Stage 3 meeting and plan (first warning letter)





Our ref: XXXX 


Date 


Name 


Address 


United Kingdom 





Dear <insert parent/carer name> 


<insert pupil name> Re: Attendance – XX% 





I am writing to express my concern regarding <insert pupil name> continued irregular attendance.  According to the class register, between <date> and <date> <insert pupil name> has been marked absent for XX sessions, of which XX were authorised and XX were unauthorised. <insert pupil name> has completed XX full weeks in school out of a possible XX weeks.  A copy of the percentage attendance register is enclosed. 


The <insert school> has made efforts to engage with you in attempting to improve this situation but despite this there has been no improvement in <insert pupil name> attendance.





Such attendance is not acceptable and I must remind you that S.444, Education Act 1996 requires you to make sure that your child comes to school, on time, every time the school is open.  I am writing this letter to give you an opportunity to make sure that from now on and in future, your child attends school regularly.  


Failure to do so may result in the Local Authority taking one of the following actions:


a)  Initiating legal proceedings in the Magistrates Court under S.444(1) Education Act 1996.  If convicted under this section, you may be fined up to £1,000.


b)  Initiating legal proceedings in the Magistrates Court under S.444(1A) Education Act 1996.  If convicted of this offence you may be fined up to £2,500 or be sent to prison for up to 3 months or both.


I now look forward to your co-operation in ensuring an immediate and sustained improvement in your child’s school attendance. 


If you wish to discuss this matter, please contact me at your earliest convenience. 





Yours sincerely, 








Name


Position




















Final warning letter





Our ref: XXXX 


Date 


Name 


Address 


United Kingdom 





Dear <insert parent/carer name> 


<insert pupil name> Re: Attendance – XX% 





On <insert date>, we wrote to you concerning <insert pupil name> irregular attendance at <insert school>. 





Unfortunately, I now have to contact you again as <insert pupil name> has continued to be absent from school during the last XX weeks.





Obviously, such a record is not acceptable, and I now have to warn you that unless there is an immediate improvement in <insert pupil name> school attendance, the Local Authority will have no option but to instigate one of the following options:





a)	Initiating legal proceedings in the Magistrates Court under S.444(1) Education Act 1996.  If convicted under this section, you may be fined up to £1000.





b)	Initiating legal proceedings in the Magistrates Court under S.444(1A) Education Act 1996.  If convicted of this offence you may be fined up to £2,500 or be sent to prison for up to 3 months or both.





Please contact me to discuss.





Yours sincerely, 








Name


Position
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EWS attendance audit.docx

Attendance Audit Tool


“Attendance is everyone’s business”  School inspection handbook - GOV.UK (www.gov.uk)


New School Attendance Guidance Working together to improve school attendance (publishing.service.gov.uk)*





			No.


			Activity


			What do we already do?


			What can we do to improve this?


			Next steps/actions





			


			Admin/School Office 





			1


			Are registers well maintained, kept securely and backed up? How and when?


Is child contact info updated? How and when?


Do you have a first response procedure – is it effective, is it timely?


Are N codes amended? How quickly?


Are codes used correctly? Do you have the new code descriptors?








Are vulnerable children high priority on daily checks?


			


			


			





			2


			Are Attendance patterns picked up and acted upon? Are Late marks monitored and followed up? Who by? When?


			


			


			





			3


			Are comments made in the register? Do teachers look at these? 


			


			


			





			4


			Is there a clear escalation process in place and followed? What is the threshold for Escalating Attendance issues?


			


			


			





			5


			Are procedures for Children missing in Education (CME), Elective Home Education (EHE) understood and followed? Do you know who to contact?








  


			


			


			





			6


			Is the Unauthorised Leave of Absence (ULOA) procedure followed? Is a follow up letter sent to parents with outcome? Are the CW&C templates used?


			


			


			





			7


			Are the School’s Attendance Procedures communicated with parents? How are they communicated? Is it effective? For eg: Leaflets? Posters? Website headlines? 


			


			


			





			


			Head Teachers and SLT





			1


			Is there an Attendance Champion/Team /Governor in place? How is this shared with staff, parents, children? 


			


			


			





			2


			Is there a clear vision for Attendance? Does the school’s ethos promote attendance? How is it shared with staff, parents, children and Governors? 


			


			


			





			3


			Are there incentives, reward and celebration schemes for good and improved Attendance? Does the School Council or the children themselves contribute to deciding the rewards? 


			


			


			





			4


			Does Attendance form part of the school development plan? Do school staff receive adequate training on attendance?


			


			


			





			5


			Is there an Attendance Policy in place? Does it meet the requirements of the New Attendance Guidance*? Is the policy communicated effectively? Is it on the website? Does it link to other policies (safeguarding, behaviour, bullying, pastoral etc)?








			


			


			





			6


			Do you hold regular data analysis discussions? 


Are there strategies in place to tackle absences? How are next steps determined – how often? Who by? How often are they reviewed? 


Have you signed up to WONDE?


Share your daily school attendance data - GOV.UK (www.gov.uk)


			


			


			





			7


			How is data/Information shared with staff? Governors? How often? How is it used/acted upon? Do staff know what their expectations are?


			


			


			





			8


			Do you have clear Attendance Escalation process? Are there standard Attendance letters for parents stating next steps in the case of irregular attendance? Are CW&C templates used? 


When are letters sent and how is this recorded/filed? Are the CW&C flowcharts used to support?


Pages 7 link to new guidance


			


			


			





			9


			Are staff and parents aware of procedures such as Unauthorised Leave of Absence (ULOA) requests and Irregular Fixed Penalty Notice (FPN)s and the other Legal Sanctions for Irregular Attendance as stated in the New Guidance*?


			


			


			





			10


			Does your curriculum promote attendance? How? 


			


			


			





			11


			Are there clear responsibilities for staff – are they known? Is Attendance training provided for staff? Have all staff seen the New Guidance*?


			


			


			





			12


			Is there a Pastoral Team in place? How is this different to the Attendance Team? How effective is communication between the teams?


			


			


			





			13


			Pastoral Toolkit/Multi-Agency toolkit – what steps can be taken when things become a challenge? How are barriers identified and dealt with? 


			


			


			





			14


			Do you hold Attendance Panels to help to build trust and relationships? How do you capture the voice of the child?


			


			


			





			15


			Are children supported following a period of absence? How? Are they offered catch up? 


			


			


			





			16


			Do you hold parent workshops to breakdown misconceptions about school etc? Change mindsets?


			


			


			





			17


			How are your families supported? Is Trauma Informed Practice (TIP) used? Is support offered on a case-by-case and local support available shared with parents?


			


			


			





			18


			Do you have staff who are Trauma Informed Trained so that the trauma informed language is used with children and families and positive strategies are used to solve issues of poor behaviour and irregular attendance?


Our Way of Working – West Cheshire Children's Trust (westcheshirechildrenstrust.co.uk)


			


			


			





			19


			Are clear messages shared about the impact Irregular Attendance has on attainment, emotional wellbeing and future opportunities.


			


			


			





			20


			Are EWS network meetings/training attended?


			


			


			





			21


			Do schools work together to support families where siblings attend different schools?


			


			


			





			


			Teachers and Support Staff





			1


			Do you know the attendance for your school? against local/national figures?


			


			


			





			2


			Do you receive adequate training on attendance?


			


			


			





			3


			Have you read your Attendance Policy?


			


			


			





			4


			Do you know who the Attendance Champion is? and who is in the Attendance Team?


			


			


			





			5


			Do you understand the Register is a legal document that MUST be completed on time, once in the morning and once in the afternoon?


			


			


			





			6


			Do you know which codes the Attendance Team have agreed that you can input?


			


			


			





			7


			How do your record Attendance conversations/phone calls/meetings etc? Do you read comments on Register? Are you expected to follow these up?


			


			


			





			8


			Is communication effective between Departments/School Office with regards to attendance? How is this done and is it timely?


			


			


			





			9


			Does your environment support attendance and behaviour? How? Are their visual prompts/reminders? Is attendance promoted in a positive light?


			


			


			





			10


			Are you aware of the Attendance Escalation process in the school?


			


			


			





			11


			Do you know which children to monitor in your class/form what their barriers are to good attendance?


			


			


			





			12


			How do you support children with attendance issues? What strategies are in place/do you use? Do you capture the voice of the child and their wishes and feelings? 


			


			


			





			13


			Do you know how to support children? Are you expected to support with Team Around the Family (TAF)s and Early Help?


TAF guidance 


Multi-agency toolkit


https://westcheshirechildrenstrust.co.uk/our-way-of-working/resources/


			


			


			





			14


			Is good practice shared amongst staff? Is time allocated for Attendance conversations amongst staff/teams/departments/etc?


			


			


			





			15


			Are you aware of Trauma Informed Practice; the language to be used, its principles/approaches to be taken, the positive strategies to handle issues to do with behaviour and attendance?


Our Way of Working – West Cheshire Children's Trust (westcheshirechildrenstrust.co.uk)


			


			


			





			16


			Do you know about or use the Emotionally Based School Non-Attendance (EBSN) tool? 


Schools can access EBSN training and Guidance (EBSN: Good Practice Guidance for Schools) via: eCWIP for Education - Cheshire West Industry Professionals


			


			


			





			17


			How do you support vulnerable/SEND children to understand the importance and impact of good attendance? Are there overwhelming sensory barriers in the environment that might affect attendance (lighting, organisation, noise levels, space, movement, routine)? Is the child’s voice used to overcome this? 


			


			


			





			18


			Does your curriculum promote attendance? Is it taught discreetly or part of a scheme?


			


			


			





			


			Wider staff (lunchtime, parents helpers etc)





			1


			Do you know the Attendance figure for your school?


			


			


			





			2


			Are staff aware of your school’s Attendance Policy?


			


			


			





			3


			Do all staff know how to promote good attendance within their role? Are they confident to hold conversations with pupils which promotes good attendance?


			


			


			





			4


			Do they know how to communicate and engage pupils to be excited about their learning so they will want to attend?


			


			


			





			


			Governors/Multi-academy trust boards 





			1


			Is there a Governor who is responsible for Attendance? 


			


			


			





			2


			Are regular meetings held to discuss data, actions and impact? Are Governors aware of the Attendance data the school needs to report on? Are Governors aware of the Attendance data for all vulnerable groups and strategies that are in place to improve Attendance?


			


			


			





			3


			Are Governors aware of the New Attendance Guidance*? and the Governors responsibilities?


Governance Handbook 2019 (publishing.service.gov.uk)


			


			


			





			4


			Are Governors aware of the Irregular Attendance Escalation procedure for the school? Are Governors familiar with strategies in place that school use to improve attendance? Does a Governor attend any Attendance meetings with parents? 


			


			


			





			5


			Do Governors have an input on policies including Attendance, Behaviour, Safeguarding, Pastoral etc and know how they tie in together?


			


			


			





			6


			Are Governors aware of procedures such as Unauthorised Leave of Absence (ULOA) requests and Irregular Fixed Penalty Notice (FPN)s and the other Legal Sanctions for Irregular Attendance as stated in the New Guidance*? 


			


			


			





			7


			Do Governors know they must ensure school staff receive adequate training on attendance?


			


			


			





			


			Parents





			1


			Are parents aware of the Attendance Policy? Do they receive attendance leaflets, posters, newsletters etc with attendance figures/headlines/statements to help them to understand the importance of good attendance?











 


			


			


			





			2


			Do parents know where to find Attendance information including:


· The Attendance Policy


· The Absence Escalation process for the school


· What to do if your child is absent


· What unauthorised absences means, the impact on attainment and consequence of Irregular Attendance


· What happens if a holiday is requested term-time.


			


			


			





			3


			Do parents feel supported with Attendance issues and challenges? Do they know who to contact for support?


			


			


			





			4


			Do parents know who the Attendance Team is? How does the school share this with them?


			


			


			





			5


			Do parents feel the school builds good relationships so that they feel comfortable to attend meetings and engage etc?


			


			


			





			6


			Do parents attend Attendance information sharing sessions? If not, why not?


			


			


			





			7


			Do parents know and understand the school’s Attendance process/incentives/Legal Sanctions? How is this shared?


			


			


			





			


			Pupils





			1


			Do children feel supported? Do they have a voice? Do they feel safe and happy?


			


			


			





			2


			Is the school council involved in attendance matters? 


			


			


			





			3


			Are children given the chance to suggest solutions to improve attendance.


			


			


			





			4


			Do children know who to speak to if they have concerns about themselves or others?


			


			


			





			5


			Do they understand the importance of good attendance through daily positive reinforcements such as assemblies/lessons/classroom environment?


			


			


			





			6


			If legal action is taken against parent(s) how are children consulted?
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New School Attendance Guidance May 2022



Present 



Relevant regulation: 6(1)(a)(i) 



Code / \: Present in school / = am \ = pm 



204. Pupils must not be recorded as present if they are not in school during registration. If a pupil were to leave the school premises after registration, they will still be counted as present for statistical purposes. 







Code L: Late arrival before the register is closed 



205. Schools should actively discourage late arrival and be alert to patterns of late arrival. All schools are expected to set out in their attendance policy the length of time the register will be open, after which a pupil will be marked as absent. This should be the same for every session and depending on the structure of the school day not longer than either 30 minutes after the session begins, or the length of the form time or first lesson in which registration takes place. A pupil arriving after the register has closed should be recorded as absent using code U, or another absence code that it is more appropriate. 







Absent 



Authorised Absence from School 



Relevant regulation: 6(1)(ii), 6(1)(b), 6(2), 7(1) and 7(2) 



206. Authorised absence means that one of a specific set of circumstances applies, as set out below: 







Code C: Leave of absence granted by the school 



207. Only exceptional circumstances warrant granting a leave of absence. Wherever referred to in this guidance a leave of absence should not be, and from certain types of school6 must not be, granted unless it has been applied for in advance by the parent who the pupil normally lives with and the headteacher believes the circumstances to be exceptional. Schools must consider each application for a leave of absence individually taking into account the specific facts and circumstances and relevant background context behind each request. Where a leave of absence is granted, the school will determine the number of days a pupil can be absent from school. A leave of absence is granted entirely at the headteacher’s discretion. 







6 Schools maintained by the local authority or special schools not maintained by the local authority. 







208. Specific leaves of absence may also be granted where: 







A pupil is participating in a performance 



209. A school maintained by a local authority or a special school not maintained by a local authority can grant leave of absence for a pupil to undertake employment during school hours for the purpose of taking part in a performance, within the meaning of section 37 of the Children and Young Persons Act 1963 if the local authority have given the pupil a licence for that performance. 



210. Legislation sets out that a local authority licence must be obtained before a child can take part in a performance. There are some exemptions, including the granting of Body of Persons Approval (BOPA). BOPAs can be issued by the local authority where a performance is to take place, or by the Secretary of State (generally only if there are to be many children involved and a number of different locations, but legislation does not limit this to those situations). 



211. Schools should be sympathetic to requests for leave of absence that are supported by a licence or a BOPA; as long as the school remains satisfied that this will not have a negative effect on a pupil’s education. Where the licence specifies the dates that a pupil is to be away from school to perform, the school should record the absence for those days as if a leave of absence had been applied for and granted. However, where the terms of the licence or BOPA do not specify dates, it is at the discretion of the headteacher to grant leave of absence. 















A pupil is subject to a temporary part-time timetable 







212. All pupils of compulsory school age are entitled to a full-time education. In very exceptional circumstances, where it is in a pupil’s best interests, there may be a need for a temporary part-time timetable to meet their individual needs. For example, where a medical condition prevents a pupil from attending full-time education and a part-time timetable is considered as part of a re-integration package. A part-time timetable should not be used to manage a pupil’s behaviour. 



213. A part-time timetable must only be in place for the shortest time necessary and not be treated as a long-term solution. Any pastoral support programme or other agreement should have a time limit by which point the pupil is expected to attend full-time, either at school or alternative provision. There should also be formal arrangements in place for regularly reviewing it with the pupil and their parents. In agreeing to a part-time timetable, a school has agreed to a pupil being absent from school for part of the week or day and therefore must treat absence as authorised. 



 



A pupil is pregnant 



214. Leave for maternity is treated like any other leave of absence. We would expect schools to act reasonably and grant a sufficient period of leave from school, taking into consideration the specific circumstances of each case. Ultimately it is at the headteacher’s discretion how much leave to grant. 







Code H: leave of absence for the purpose of a family holiday granted by the school 



215. Parents should plan their holidays around school breaks and avoid seeking permission from schools to take their children out of school during term time unless it is absolutely unavoidable. 



216. An application for leave of absence should (and from certain schools must) not be granted unless it is made in advance by a parent the pupil normally lives with and the school is satisfied that there are exceptional circumstances based on the individual facts and circumstance of the case which justify the leave. Where a leave of absence is granted, the school will determine the number of days a pupil can be absent from school. A leave of absence is granted entirely at the headteacher’s discretion. 







Code E: Excluded but no alternative provision made 



217. If no alternative provision is made for a pupil to continue their education whilst they are suspended from school or excluded from school, but their name is still entered in the admission register. 



218. When a pupil of compulsory school age is suspended or permanently excluded from a maintained school, pupil referral unit, academy, city technology college, or city college for the technology of the arts, alternative provision must be arranged from the sixth consecutive day of any suspension or exclusion. Where alternative provision is made schools should record this using the appropriate code for attending an approved educational activity. 







Code I: Illness (not medical or dental appointment) 



219. Schools should advise parents to notify them on the first day the child is unable to attend due to illness. Schools must record absences as authorised where pupils cannot attend due to illness (both physical and mental health related). 



220. In the majority of cases a parent’s notification that their child is ill can be accepted without question or concern. Schools should not routinely request that parents provide medical evidence to support illness. Schools are advised not to request medical evidence unnecessarily as it places additional pressure on health professionals, their staff and their appointments system particularly if the illness is one that does not require treatment by a health professional. Only where the school has a genuine and reasonable doubt about the authenticity of the illness should medical evidence be requested to support the absence. 







221.Pupils with long term illness or other health needs may need additional support to continue education, such as alternative provision arranged by the local authority. Local authorities are responsible for arranging suitable education for children of compulsory school age who, because of health reasons, would otherwise not receive suitable education. This applies whether or not the child is registered at a school and whatever type of school they attend. The education must be full-time or as close to full-time as the child’s health allows. DfE’s statutory guidance on ensuring a good education for children who cannot attend school because of health needs sets out that local authorities should provide education as soon as it is clear that the child will be away from school for15days or more, whether consecutive or cumulative. Local authorities should have a named officer responsible for the education of children with additional health needs.







Code M: Medical or dental appointment



222.Schools should encourage parents to make appointments out of school hours. Where this is not possible, they should get the school’s agreement in advance and the pupil should only be out of school for the minimum amount of time necessary for the appointment.



223.If a pupil is present at registration but has a medical appointment during the session in question, no absence needs be recorded for that session.







Code R: Religious observance



224.Schools must record absence as authorised when it falls on a day that is exclusively set apart for religious observance by the parents’ religious body (not the parents).



225.As a general rule, we would interpret ‘a day exclusively set apart for religious observance’ as a day when the pupil’s parents would be expected by the religious body to which they belong to stay away from their employment in order to mark the occasion. If in doubt, schools should seek advice from the parent’s religious body about whether it has set the day apart for religious observance.



226.If a religious body sets apart a single day fora religious observance and the parent applies for more than one day, the school may only record one day as authorised on this basis; the rest of the request would be a leave of absence, and this is granted at the school’s discretion as set out under Code C.



227.Schools and local authorities may seek to minimise the adverse effects of religious observance on a pupil’s attendance and attainment by considering approaches such as:



•Setting term dates around days for religious observance;



•Working with local faith groups to develop guidance on absence for religious observance; 



• Schools taking INSET days that coincide with religious observance days; and



• Providing individual support for pupils who miss sessions on days exclusively set apart for religious observance. 







Code S: Study leave 



228. Study leave should not be granted by default once tuition of the exam syllabus is complete, it should be used sparingly and only granted to Year 11 pupils during public examinations. If schools do decide to grant study leave, provision must still be made available for those pupils who want to continue to come into school to revise. 



229. As study leave is unsupervised it must be recorded as absence. 







Code T: Traveller absence 



230. A number of different groups are covered by the generic term traveller – Roma, English and Welsh Gypsies, Irish and Scottish Travellers, Showmen (fairground people) and Circus people, Bargees (occupational boat dwellers) and New Travellers. 



231. This code should not be used for general absences by those groups. It must only be used when the pupil’s parent(s) is travelling for occupational purposes and the school has granted a leave of absence following a request from the parent. This code should not be used to record any other types of absence by these groups. 



232. Pupils from these groups whose parent(s) do not travel for occupational purposes are expected to attend school as normal. They are subject to the same rules as other pupils in terms of the requirements to attend school regularly once registered at a school. 



233. Where a pupil has no fixed abode because their parent(s) is engaged in a business or trade that requires them to travel, there is an expectation that the pupil attends at least 200 sessions per year. The pupil must attend school as regularly as the business permits and therefore, if the business or trade permits the pupil to attend for more than 200 sessions per year, they should do so. 



234. To help ensure continuity of education for pupils, when their parent(s) is travelling for occupational purposes, it is expected that the pupil should attend school elsewhere when their parent(s) is travelling and be dual registered at that school and their main school. 







Unauthorised Absence from School 



Relevant regulation: 6(1)(ii) and 6(3) 



235. Unauthorised absence is where a pupil’s absence is not one of the types of absence listed as authorised in regulation 6(2) or where the reason for a pupil’s absence has not been provided and cannot be established.



 



Code G: Holiday not granted by the school or in excess of the period determined by the school 



236. Where the school has not granted a leave of absence for the purpose of a holiday but the parents still take the child out of school, or the child is kept away longer that the period of leave granted. 



237. A school cannot grant a leave of absence retrospectively. If the parent did not apply in advance, leave of absence should not (and from certain types of school cannot) be granted. 







Code N: Reason for absence not yet provided 



238. Schools must follow up all unexplained and unexpected absence in a timely manner. 



239. Every effort should be made to establish the reason for a pupil’s absence. When the reason for absence has been established the school should record the pupil’s absence using the relevant code. 



240. Where absence is recorded as unexplained in the attendance register, the correct code should be inputted as soon as the reason is ascertained, but no more than 5 working days after the session. Code N should not therefore be left on the pupil’s attendance record indefinitely; if a reason for absence cannot be established after 5 working days, schools should amend the pupil’s record to Code O. 







Code O: Absent without authorisation 



241. Where no reason for absence is established or the school is not satisfied that the reason given is an authorised absence. 







Code U: Arrived in school after registration closed 



242. Where a pupil has arrived late after the register has closed and the school is not satisfied that the reason for lateness is an authorised absence. 



243. Schools should actively discourage late arrival, be alert to patterns of late arrival and seek an explanation from the parent. All schools are expected to set out in their attendance policy the length of time the register will be open, after which a pupil will be marked as absent. This should be the same for every session and depending on the structure of the school day not longer than either 30 minutes after the session begins, or the length of the form time or first lesson in which registration takes place. 







Attending an approved educational activity 



Relevant regulation: 6(1)(a)(iii), 6(1)(c), and 6(4) 



244. An approved educational activity is where a pupil is attending another school at which they are registered or taking part in off-site activity such as field trips, educational visits, work experience or unregistered alternative provision. 



245. Pupils can only be recorded as attending an off-site activity if it is approved by the school, of an educational nature and supervised by someone authorised by the school. Ultimately, school are responsible for the safeguarding and welfare of pupils taking part in an off-site educational activity so it would be reasonable to expect that the school would only authorise someone who was answerable to the school to supervise an activity. 



246. The activity must take place during the session for which it is recorded and for pupils of compulsory school age the school must record the nature of the activity. 







Attending another school at which the pupil is registered 



Relevant regulation: 6(1)(a)(iii) and 6(4)(b) 







Code D: Dual registered at another school 



247. The law allows for a pupil to be registered at more than one school. This code is used to indicate that the pupil was not expected to attend the school in question because they were scheduled to attend the other school at which they are registered. The main examples of dual registration are pupils who are attending a pupil referral unit, a hospital school or a special school on a temporary basis. 



248. Each school should only record the pupil’s attendance and absence for those sessions that the pupil is scheduled to attend their school. Schools should ensure that they have in place arrangements whereby all unexpected and unexplained absence are promptly followed up. 







Attending an educational activity that takes place outside the school 



Relevant regulation: 6(1)(iii), 6(1)(c) and 6(4)(a) 







Code B: Off-site educational Activity 



249. Attending an off-site educational activity that has been approved by the school and supervised by someone authorised by the school. 



250. For pupils of compulsory school age, schools must also record the nature of the activity, examples are: 



• attending taster days at other schools;  



• attending courses at college; 



• attending unregistered alternative provision arranged or agreed by the school. 



251. The educational activity must take place during the session for which it is recorded. 



252. Ultimately schools are responsible for the safeguarding and welfare of pupils educated off-site. Therefore, by using code B, schools are certifying that the education is supervised, and measures have been taken to safeguard the pupil. Schools should ensure that they have in place arrangements whereby the provider of the educational activity notifies the school of any absences by the pupil. The school should record the pupil’s absence using the relevant absence code. 



253. This code must not be used for any unsupervised educational activity i.e., when a pupil is at home doing some schoolwork. 







Code J: At an interview with prospective employers, or another educational establishment 



254. Attending an interview with prospective employers or another educational establishment. Schools should be satisfied that the interview is linked to employment prospects, further education, or transfer to another school. 



255. This must take place during the session for which it is recorded. 







Code P: Participating in a supervised sporting activity 



256. Taking part in a sporting activity that has been approved by the school. If schools have concerns about the appropriateness of an activity, they can seek advice from the sports’ national governing body. However, the final decision on approving the activity rests with the school and they should take the effect on the pupil’s general education into account. 



257. The sporting activity must take place during the session for which it is recorded. 



258. Approved educational activity must be supervised by a person authorised by the school. Schools should ensure that they have in place arrangements whereby the provider of the sporting activity notifies the school of any absence by the pupil. The school should record the pupil’s absence using the relevant absence code. 







Code V: Educational visit or trip 



259. Attendance at an organised visit or trip, including residential trips organised by the school, or attendance at a supervised trip of a strictly educational nature arranged by an organisation approved by the school.



 



260. The educational visit or trip must take place during the session for which it is recorded. 



261. Approved educational activity must be supervised by a person authorised by the school. Schools should ensure that they have in place arrangements whereby the organiser of the visit or trip notifies the school of any absence by the pupil. The school should record the pupil’s absence using the relevant absence code. 







Code W: Work experience 



262. Work experience is for pupils in the final 2 years of compulsory school age. 



263. The work experience must take place during the session for which it is recorded. 



264. Approved educational activity must be supervised by a person authorised by the school. Schools should ensure that they have in place arrangements whereby the provider of the work experience notifies the school of any absence by the pupil. The school should record the pupil’s absence using the relevant absence code. 







Unable to attend due to exceptional circumstances 



Relevant regulation: 6(1)(iv), 6(1)(d), 6(5), 6(7) and 6(2)(b)(i) 







Code Y: Unable to attend due to exceptional circumstances 



265. Where a pupil is unable to attend school because: 



• the school site or part of it, is closed due to an unavoidable cause at a time when pupils are due to attend; or 



• the transport provided by the school or a local authority is not available and the pupil’s home is not within safe walking distance; or 



• a local or national emergency has resulted in widespread disruption to travel which has prevented the pupil from attending school. 



266. Schools must also record the nature of the circumstances in which a pupil is unable to attend school. 







Walking distance 



267. In relation to a child under the age of 8, means 2 miles, and for a child of 8 or above, means 3 miles. In each case measured by the nearest available safe route. 







Pupil in custody 



268. Code Y is also used where the pupil is in custody; detained under a court order for a period of less than 4 months or is returning to the school at the end of their custodial period. 







Administrative codes



 



Code X: Non-compulsory school age pupil not required to be in school 



269. Where a pupil not of compulsory school age is attending school part-time. 



270. For example, where parents have chosen for their 4 year-old child to attend part-time until later in the school year but not beyond the point at which the child reaches compulsory school age. 







Code Z: Prospective pupil not on admission register 



271. To enable schools to set up registers in advance of pupils joining the school to ease administration burdens. 



272. Schools must enter a pupil’s name on the admission register from the first day that the school has agreed, or been notified, that the pupil will attend the school. 



273. In the normal admissions round, when parents have accepted the school place offered, the local authority can inform schools on behalf of the parents and notify the school when the parent has agreed that the pupil will attend school. This can also be the case where the local authority co-ordinates in-year applications for school places. 



274. If a pupil fails to attend on the agreed starting day, the school must establish the reason and record the pupil’s absence using the relevant absence code. 







Code #: Planned whole or partial school closure 



275. Whole school closures that are known and planned in advance such as: 



• days between terms; 



• half terms; 



• occasional days (for example, bank holidays); 



• weekends (where it is required by the management information system); 



• up to 5 non-educational days; and 



• use of school as a polling station. 







276. Partial school closures that are known and planned in advance such as: 



• ‘staggered starts’ or ‘induction days’ where different term dates have been agreed for different year groups - this code is used to record the year group(s) that is not due to attend; and 



• Use of part of the school as a polling station. 
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1. INTRODUCTION - Overview



This Guidance sets out the key principles to enable Cheshire West and Chester (CW&C) to implement their legal duty under section 436A of the Education Act 1996, to enable arrangements to identify, as far as is possible to do so, children missing education.




Children Missing Education are children of compulsory school age who are not registered pupils at a school or setting and are not receiving suitable education otherwise, whose whereabouts are unknown.



It is intended that this document should be used as a point of reference by Head Teachers/Principals, staff members in schools and settings, and all other professionals who work with children and young people and their families.  This guidance is also shared with partners from CW&C schools from the Independent Sector, as a model of good practice.  



This document provides a framework within which, consistent practices and procedures can be applied, in compliance with Department for Education Statutory CME Guidance 2016.



Children missing education are at significant risk of underachieving, becoming victims of harm, exploitation or radicalisation, and NEET (not in education, employment or training) later in life.



Effective information sharing between parents, schools and key partner agencies is critical to ensure that all children of compulsory school age are safe and receiving a suitable education.




CW&C Children and Families Service are committed to working with schools and settings and other key partners, to improve the monitoring and swift return of Children and Young People to a suitable education provision. Prompt action and early intervention are crucial when discharging this duty effectively to ensure that children are safe and receiving education.



CW&C have effective tracking and enquiry systems in place and have a named point of contact to whom schools and other agencies can make referrals about children who are missing education.  CW&C monitors the number of children/young people in the Local Authority area who are not receiving suitable education, including those known to have newly transferred into the area.  CW&C have clear access rules and procedures to ensure fair and safe data processing, in compliance with GDPR.



Adopting these procedures will also ensure that all Children’s Services in CW&C maintain high standards of safeguarding and will: 



1. Meet statutory duties relating to the provision of education and safeguarding the welfare of children & young people missing education 



2. Ensure that robust systems are in place within the Local Authority to identify 




and track children and young people missing from education or at risk from doing so.



3. Ensure that monitoring and reporting systems are in place to identify, where applicable, any lead agency or key worker who may be involved in supporting a child or their family who has been reported as a child missing in education




4. Ensure all CW&C Schools and Settings are fully aware of their responsibilities in relation to children missing education and will properly support and challenge, if appropriate, in meeting these responsibilities. 



5. Support and assist other Local Authorities to locate their own missing/lost pupils.







This Guidance does not replace current local and Pan Cheshire Safeguarding Procedures and mechanisms for reporting and recording child protection.



2. GROUPS OF CHILDREN AND YOUNG PEOPLE AT RISK




There are many circumstances where a child may become missing from education, so it is vital that Local Authorities make judgements on a case by case basis.  Although not exhaustive, the list below presents some of the circumstances that Local Authorities should consider when establishing their CME policies and procedures:



· Pupils at risk of harm/neglect – Children may be missing from education because they are suffering from abuse or neglect. Where this is suspected, schools must follow local child protection procedures.  However, if a child is in immediate danger or at risk of harm, a referral must be made immediately to Children’s Social Care (and the police if appropriate).  Local Authority officers responsible for CME should check that a referral has been made and, if not, they should alert Children’s Social Care.  The Department’s statutory guidance Keeping Children Safe in Education (September 2020) provides further advice for schools and colleges on safeguarding children 



· Children of Gypsy, Roma, Traveller families (GRT) - It is important that schools inform the Local Authority when a GRT pupil leaves the school without identifying a new destination school, particularly in the transition from primary to secondary, so that they can attempt to facilitate continuity of the child’s education.  The Local Authority Traveller Education Consultant and Education Welfare Service can advise schools on the best strategies for ensuring the minimum disruption to GRT pupils’ education, for example “dual” registration with other schools



· Children of Service Personnel – Families of members of the Armed Forces are likely to move frequently – both in the UK and overseas and often at short notice.  The Local Authority CME and Tracking Officer will liaise with the MoD Children’s Education Advisory Service (CEAS) to ensure safeguarding and continuity of education provision



· Missing children and runaways – children who go missing or run away from home or care may be in serious danger and vulnerable to crime, sexual exploitation or abduction as well as missing education.  The CME and Pupil Tracking Officer will liaise with key partners to ensure appropriate safeguarding measures are followed.



· Children who cease to attend a school – there are many reasons why a child stops attending a school.  It could be because the parent chooses to home educate their child.  However, where the reason for a child who has stopped attending a school is not known, 



the Local Authority will investigate the case and satisfy itself that the child is receiving suitable education. In all cases the CME and Pupil Tracking Officer will liaise with relevant Local Authority Officers, where appropriate.



· Children of new migrant families – children of new migrant families may not have yet settled into a fixed address or may have arrived into a Local Authority area without that Authority becoming aware, therefore increasing the risk of the child missing education. 







3
NOTIFICATION OF CHILDREN AND YOUNG PEOPLE NOT IN EDUCATION AND 
REFERRAL ROUTES



Notification of children missing in education can be received from internal partners, multi -agency professionals, other Local Authorities or from any other person who comes into regular contact with a child or young person.



Cheshire West and Chester work in partnership with key stakeholders and partner agencies and any other professional who frequently come into contact with school aged children and young people.  It is an expectation that any professional who becomes aware of a school aged child, will make enquiries concerning their educational status.




In the event of a child not being on the roll of a School or Setting, or is Electively Home Educated, it is the responsibility of that professional to contact the CME & Pupil Tracking Officer, Mrs Sue Humphreys, email Sue.Humphreys@cheshirewestandchester.gov.uk;  Tel 01244 973333 or mobile 07879 113 368 to report the situation.



4
PROCEDURES FOR SCHOOLS AND SETTINGS



Schools and Settings must promptly make “reasonable enquiries” as set out in the DfE Statutory CME Guidance (Sept 2016) to contact the parent/carer in instances where a child leaves or ceases to attend a CW&C educational provision:



· without the school being advised by the parent/carer of an intended change of home address, or new school or setting the child is to attend




· where the child has not returned from leave of absence from a holiday within two weeks of the expected date of return




· when a child fails to attend school after having accepted a place 




Following 10 days of non-school attendance or when the School or Setting have completed all reasonable checks, as set out in the DfE Statutory CME Guidance September 2016, (to include attempts to contact parents/carers, other emergency contacts etc), the School or Setting must refer to the Education Welfare Service (EWS) using the Missing Child Referral form (CME2)




The Education Welfare Service will then make reasonable efforts to identify the child’s current whereabouts/destination.  This will include:



· undertaking a home visit within 5 working days of receipt of the referral, to make enquiries at home or with known contacts and neighbours, as appropriate




· reference to local databases within the Local Authority




· contact with any other agencies known to be involved with the family



If, at any point in this process, the child is located, school must complete the Pupil Tracking Notification form, submitting to cmeandpupiltracking@cheshirewestandchester.gov.uk providing all required mandatory forwarding information.



However, if after undertaking all “reasonable enquiries” and following completion of the CME process (ie CME2 Referral to EWS), where the child’s location remains unknown, following 20 consecutive school days of absence, the school or setting may remove the pupil’s name from school roll, ensuring completed CME3 Notification is submitted securely to:  cmeandpupiltracking@cheshirewestandchester.gov.uk 



Schools must subsequently upload the CTF via s2s in accordance with the DfE guidelines.







Upon receipt of the CME3 Notification form, the CME & Pupil Tracking Officer will investigate further with internal colleagues and key partner agencies. These enquiries may include liaison with and reference to:




· Health Agencies




· DfE data systems



· ESCR (social care) database




· CW&C Housing Benefits Agency and Council Tax



· Any other relevant government agencies




· Other Local Authorities where it is suspected the child may be living or have previously resided



If the child’s whereabouts remain unknown after all enquiries have been exhausted, the CME & Pupil Tracking Officer will post a national missing children alert via s2s Missing Pupil database.




Children missing education may raise potential safeguarding issues. If Schools or Settings believe a child or family have gone missing, they should NOT remove that child from their school roll without following the CME Guidance and Procedures, eg ensuring all reasonable enquiries have been made, completing the CME1 Checklist form, referring to the Education Welfare Service using CME2 Referral form, and subsequent completion (in full) of CME 3 Notification form, which must be submitted securely to: cmeandpupiltracking@cheshirewestandchester.gov.uk



5 
REMOVAL FROM SCHOOL ROLL



Schools and Settings must notify the Local Authority CME & Pupil Tracking Officer when a pupil’s name is to be removed from the admissions register at a non-standard (In year) transition point under any of the fifteen grounds set out in the regulations (Regulation 8 of the Education (Pupil Registration)(England) Regulation 2006) and Annex A of the DfE statutory Children Missing Education Guidance (September 2016). 



Removal from school roll for any reason other than those specified above is illegal 



Using the Pupil Tracking Notification form, Schools and Settings must report to the Local Authority via cmeandpupiltracking@cheshirewestandchester.gov.uk each time a pupil is removed from school roll at both “in year” transfer and during primary transition to secondary education, to report moves to schools located in other Local Authority areas, when transferring to a non-maintained schools (Independent), moves abroad or out of the Local Authority area, or withdrawal to be become Electively Home Educated.



Notification form CME3 must only be completed and submitted to report children and young people whose names have been removed from school roll following 20 consecutive school days of absence, where their current whereabouts are unknown and when all “reasonable enquiries”, as clearly set out in the DfE Statutory CME Guidance (Sept 2016), have been made by Schools or Settings, and the required Local Authority CME process has been completed (ie CME2 Referral previously submitted to Education Welfare Service).



Additional advice can be sought from Education Welfare Service or CME & Pupil Tracking Officer.







6
TRACKING AND CROSS BOUNDARY ARRANGEMENTS



CW&C have in place arrangements to enable joint working and information sharing with other local authorities and key partner agencies, to safeguard and promote the welfare of children (Working Together to Safeguard Children 2018).



If a child becomes missing from a CW&C school, but resides in another Local Authority, the CME & Pupil Tracking Officer will contact the Designated Lead in the “home” Local Authority to alert them of any change in the pupil’s CME status, providing key information in a timely manner. 



Similarly, if a child or young person leaves Cheshire West and Chester, the CME & Pupil Tracking Officer will alert the “receiving” Local Authority to the reported transfer in, and will request confirmation of arrival, to ensure appropriate safeguarding of the child or young person.




7
COMMON TRANSFER FILE (CTF)




There is a statutory requirement for all Schools and Settings to transfer specified information about a pupil moving School, to the “receiving” School.  Since June 2002, this information has been transferred through the electronic common transfer file (CTF) via DfE’s s2s secure website




Common Transfer Form (CTF)



Schools and Settings are required to ensure that CTF data is sent to a pupil’s “new” maintained school by the former school within 15 days after the pupil ceases to be registered at the “former” school.  The unique pupil number (UPN) must be included in the CTF as a unique identifier for the pupil and each UPN should only contain information regarding only one pupil.




Briefly, when uploading a CTF, if current school is unaware of where a child has moved to (home address and school), then a transfer file using XXXXXXX as the destination must be created and uploaded to the secure s2s site.  




When a pupil moves abroad (including Scotland or Ireland), becomes Electively Home Educated or transfers to a non maintained (Independent) school, code MMMMMMM must be selected to upload the CTF. This enables the CTF to be stored securely and is available in the event that the child returns to a maintained school in England or Wales.  




Files coded as XXXXXXX and MMMMMMM are uploaded to s2s in the same way as files transferring to other schools – these files must only contain the details of one pupil to enable individual pupil information to be stored or retrieved in compliance with GDPR.




In the unlikely circumstance of a pupil joining a Cheshire West and Chester school without school receiving a CTF from the child’s previous school, or where a parent/carer is unable or unwilling to provide information about the previous school, the “receiving” school can contact the Local Authority CME & Pupil Tracking Officer, at 




Sue.Humphreys@cheshirewestandchester.gov.uk telephone 01244 973333 or mobile 07879 113 368, to request assistance with view to identifying any previous education provision.



Further guidance regarding creating and transferring CTFs is available and can be found via the internet site “school to school service: how to transfer information - GOV.UK” via the following link: 



www.teachernet.gov.uk/s2s  







ADDITIONAL PUPIL TRACKING NOTIFICATIONS



Schools and Settings are not required to report in year transfer to other Local Authority Schools and Academies that are located within Cheshire West and Chester Local Authority area, as this information is collected via other systems/processes.



However, Schools and Settings must complete the Pupil Tracking Notification form to report “in year” transfer and “primary to secondary transition”, to report; 



· Moves to schools and settings located in other locality areas (not in Cheshire West & Chester)



· transfer to Independent Schools 



· moves abroad or out of area (away from Cheshire West & Chester) 




· withdrawal to become Electively Home Educated.



CME3 forms are only be used to report Children Missing from Education, where their current whereabouts are unknown, and must only be submitted following previous CME 2 Referral to Education Welfare Service and completion of the CME process.



The current DfE Statutory Guidance, which can be accessed via the following link, 



https://www.gov.uk/government/publications/children-missing-education, makes it very clear that there is an expectation on all schools/settings to ‘make reasonable enquiries’ to establish the whereabouts of a child, prior to referral to the Local Authority.




Notification of pupil transfers must include the name and contact details of at least one parent/carer with whom the child resides, together with full details of current and new home address and where known, new school details. 



Schools and Settings must ensure that CME and Pupil Tracking Notification forms are submitted to the Local Authority using the secure email addresses detailed on each of the respective CME and Pupil Tracking Notification forms, no longer than the agreed 20 day process.



For further information and assistance, please contact Mrs Sue Humphreys, CME & Pupil Tracking Officer on telephone 01244 973333/mobile 07879 113 368 or email Sue.Humphreys@cheshirewestandchester.gov.uk







What Legislation does this guidance refer to?



· Section 436A of the Education Act 1996 (added by section 4 of the Education and Inspections Act 2006)




· Education Act 1996 (section 7, 8, 14 and 19)




· Education and Inspections Act 2006 (section 4 and 38)




· Education (Pupil Registration) (England) Regulations 2006




· Education (Pupil Registration)(Amendment)(England) Regulations 2016



· Section 10 of the Childrens Act 2004



Documents/Information Supporting Guidance Procedures Relating to Children Missing Education as follows:  



Working Together to Safeguard Children Statutory Guidance 2018



https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/592101/Working_Together_to_Safeguard_Children_20170213.pdf 



Keeping Children Safe in Education September 2020



Keeping Children Safe in Education’



Department for Education Children Missing Education Statutory Guidance September 2016



https://www.gov.uk/government/publications/children-missing-education



Education (Pupil Registration) (England) (Amendment) Regulations 2016




http://www.legislation.gov.uk/uksi/2016/792/contents/made 



Regulation 4 of the Education (Pupil Registration)(England)Regulations 2006




Regulation 12(3) of the Education (Pupil Registration)(England)Regulations 2006




http://www.legislation.gov.uk/uksi/2006/1751/pdfs/uksi_20061751_en.pdf 



The Prevent Duty - Departmental advice for schools and childcare providers – June 2015




https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/439598/prevent-duty-departmental-advice-v6.pdf







       



CME Process CME1



















































































CME Process CME 3































































           CHECKLIST
 



For school use only




To be used for pupils who have become ‘missing’, where a current home address (and where possible, new school or setting) is unknown.



If there are any safeguarding or social care concerns or the family are already known to social care, school must contact  Integrated Access And Referral Team (i-ART)  immediately at



i-ART@cheshirewestandchester.gov.uk



or telephone 0300 123 7047




Name of pupil/s: 




DOB/s:  








Age: 




Home Address: 




Name(s) of parent(s) / carer(s): 



Contact details (Telephone and email):



Name of any sibling/s & their dates of births: (if any)



Reasonable enquiries (as set out in the DfE CME Statutory Guidance 2016) must include the following:



· Refer to internal school records and contact any other Agencies known to the child/family



· Following attempts of contact with Parents/Carers, make telephone enquiries to all emergency numbers, sending letters and emails where required/applicable and where possible, home visit by staff member



· If any known siblings at another school, check with that school to gain any possible additional information




· Contact with friends and relatives of the pupil



After no longer than 10 school days, or when all enquiries have been exhausted by Schools and Settings, and the whereabouts of the pupil remains unknown, please refer to the Education Welfare Service by completing CME 2 Referral form and forward securely to:



educationwelfare@cheshirewestandchester.gov.uk



                         REFERRAL                                       
CME 2    

    




  To be completed and submitted to Education Welfare Service 




no longer than 10 school days of unauthorised absence, after school have made all reasonable enquiries (as set out in the DfE CME Statutory Guidance Sept 2016) where their own checks have failed to locate a missing child and the new home address remains unknown 




				











Name of Last Known School:  




Child/ren’s Names:




				First Name



				Surname



				DOB



				M/F







				



				



				



				







				



				



				



				











				







				Does the Parent/Carer require assistance from translation services



				Yes/No



				Does the Parent/Carer require assistance completing forms?



				Yes/No











Name of Parent/Carer:




                                                                                                                                                                                       



Last Known 




Home Address 




& Contact 



Details: 








Date child/ren last attended school: 




Please provide a brief resume of checks already completed by school or setting (ie date of attempted contacts with parent/carer, extended family members or emergency contacts, date of home visit and possible liaison with sibling schools, where applicable etc)




				












				Please indicate if child/ren is/are currently subject to



(please indicate)



				Education Health Care Plan (SEN)



				Child Looked After



(CLA)



				Child In Need



(CIN)



				Child Protection



(CP)



				Gypsy, Roma, Traveller (GRT)







				



				Yes/No



				Yes/No



				Yes/No



				Yes/No



				Yes/No











				ADDITIONAL INFORMATION



				Yes/No







				Are you aware of any risks to officers visiting the home? E.g. History of domestic abuse, aggressive dogs  



				







				What date/location was the child last sighted by school or another professional?



				











				Name of Referrer and Position:



				







				Date form submitted:



				











CME 2 Referral Form to be sent securely to Education Welfare Service at:                                         educationwelfare@cheshirewestandchester.gov.uk



                 



                                NOTIFICATION OF CME

Notification of Removal from School Roll




The Education (Pupil Registration) (Amendment) Regulations 2006




Please type all information and ensure this form is emailed securely to the CME & Pupil Tracking Officer, at cmeandpupiltracking@cheshirewestandchester.gov.uk



  each time you remove a pupil from school roll when reporting a child or young person missing from education, where their current location remains unknown, following 20 consecutive school days of unauthorised absence, after all “reasonable enquiries” have been made and the CME process has been completed, eg previous submission of CME 2 Referral to Education Welfare Service.



				Name of last known School



				











The name/s of the following child/ren have been removed from the school roll:



				Name of Child/ren







				







				Date of Birth(s)



				







				Last known home address








				







				Name of Parent/Carer








				







				Last known telephone number/s and email address



				







				UPN(s) 








				







				Date of last attendance:








				



				Date taken off School Roll



				







				Are there any known siblings attending other schools? If so, please provide further information



				











 Please indicate if currently:   (add N/A if not applicable)



				Please indicate if child/ren is/are currently subject to



(please indicate)



				Education Health Care Plan (SEN)



				Child Looked After



(CLA)



				Child In Need



(CIN)



				Child Protection



(CP)



				Gypsy, Roma, Traveller (GRT)







				



				Yes/No



				Yes/No



				Yes/No



				Yes/No



				Yes/No











If the pupil’s current location or education setting is unknown, previous submission of CME 2 Referral to Education Welfare Service and completion of CME procedure MUST have been completed, prior to removal of child’s name from school roll, following 20 consecutive school days of unauthorised absence




Please ensure CTF is uploaded via S2S website referring




 to Department of Education Guidance using coding XXXXXXX




Name:   



Position:




Designation: 





Date: 




[image: image1]  
   Pupil Tracking Notification  




     


   
   Notification of Removal from School Roll 




                

The Education (Pupil Registration) (Amendment) Regulations 2006



      Please ensure this form is emailed securely to the CME & Pupil Tracking Officer, at 




cmeandpupiltracking@cheshirewestandchester.gov.uk



This form must only be completed to report when a pupil’s name is removed from school roll following transfer to a school located in another Local Authority area or there has been a change of home address into a different Local Authority; withdrawal to become Electively Home Educated; has transferred to attend an Independent school; has moved abroad.  These changes must also be reported at primary to secondary transition phase



				Name of School



				











The name/s of the following child/ren has/have been removed from the school roll:




				Name(s)








				







				Date of Birth(s)



				







				Last Known Address in Chester West and Chester








				







				New Home Address -  please indicate “N/A” if unchanged








				







				Parent/Carer Name 








				







				Tel No/email address








				







				Details of new education provision eg school name/Elective Home Education etc



				







				UPN(s) 



				







				Reason for removal








				







				Date removed from School Roll



				











				Please indicate if child/ren is/are currently subject to



(please indicate)



				Education Health Care Plan (SEN)



				Child Looked After



(CLA)



				Child In Need



(CIN)



				Child Protection



(CP)



				Gypsy, Roma, Traveller (GRT)







				



				Yes/No



				Yes/No



				Yes/No



				Yes/No



				Yes/No











If new school is known, where possible, please upload CTF directly to new school via S2S website.




However, if new school or education provision not known, please upload CTF via S2S website referring




 to DfE Guidance for appropriate coding, eg MMMMMMM,  XXXXXXX or 896LLLL



Name:  




Designation: 






Date: 
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APPENDIX 1











PUPIL MISSING FROM SCHOOL











Further support may be required from Key Partners, eg Education Welfare Service, School Admissions or Health Agencies, or School may be required to complete a PTN to notify of move away from CWaC, transfer to Independent School or EHE

















Upon completion of CME Process and following 20 consecutive school days of unauthorised absence, School removes the child’s name from the school roll and submits completed CME 3 Notification securely to 





CME & Pupil Tracking Officer at





� HYPERLINK "mailto:cmeandpupiltracking@cheshirewestandchester.gov.uk" �cmeandpupiltracking@cheshirewestandchester.gov.uk�





CTF is subsequently uploaded to S2S adhering to DfE Guidance





























Child not traced









































1 to 10 school days











CME  Referral Closed











Child not traced

















School follow established school absence policy and where applicable, make all reasonable enquiries as set out in DfE Statutory Guidance Sept 2016























Child 





traced

















Further support may be required from Key Partners, eg Education Welfare Service, School Admissions or Health Agencies, or School may be required to complete a PTN to notify of move away from CWaC, transfer to Independent School or withdrawn to become EHE

















School submits completed CME 2 Referral to the Education Welfare Service at: 





� HYPERLINK "mailto:educationwelfare@cheshirewestandchester.gov.uk" �educationwelfare@cheshirewestandchester.gov.uk�











CME Process CME 2











Child Located











CME 2 referral received by EWS  





EWS undertakes home visit within 5 working days of receipt of referral and will make further local enquiries, whilst continuing to liaise with the referring school, partner agencies and CME Officer, where appropriate















































10 to 20 school days

















A child’s name can only be removed from a school roll following 20 consecutive school days of unexplained absence and following completion of CME process and submission of CME3 Notification to CME & Pupil Tracking Officer, in accordance with Reg 8 Education (Pupil Registration) (England) DfE revised CME Statutory Guidance Annex A











APPENDIX 2

















CME 3 Notification received by CME & Pupil Tracking Officer













































































20 School Days











	CME & Pupil Tracking Officer will 





Confirm all information received is correct





Review all available data systems, eg ESCR, K2S, CTF, CYPD etc





Liaise and pursue enquiries with relevant Internal and External Key Partner Agencies etc

















If Child Not Found











If Child Located











CME & Pupil Tracking Officer will:





Liaise with School and all relevant professionals to advise them with relevant information 





Update appropriate systems with current information





Where applicable, liaise with “receiving Local Authority to ensure “safe” arrival of pupil 





Ensure school have uploaded CTF to appropriate destination





CME referral closed











CME & Pupil Tracking Officer will:





Discuss with relevant Local Senior Leads and if aware of any previous or current social care or safeguarding concerns, will liaise with Local Safeguarding Manager





Update relevant systems with current information





Ensure CTF has been uploaded to Missing Pupil data system on s2s

















If Child Found











If Child Not Found











Pupil will remain on CME cohort and will be subject to ongoing review until subsequently located.











 Missing Pupil Alert posted via DfE s2s











CME 1



































CME 3
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Elective Home Education is education provided other than
at school, usually by parents teaching their own children at

home.

This information is designed to set out for parents and carers:
e the legal position on educating children
e the processes involved, and

e where you may find additional information and support

Do you have to send your child to school?

Parents have a responsibility to provide an education for their children. Section 7 of
the Education Act 1996, states
“The parent of every child of compulsory school age shall cause him to receive
efficient full-time education suitable-

(a) to his age, ability and aptitude, and

(b) to any special educational needs he may have,

either by regular attendance at school or otherwise.”

Most parents send their children to school. Staff in school are trained in teaching
and schools have the resources to offer children varied experiences and
opportunities for making friends. Parents do have the right to arrange for their
children to be educated other than by attendance at a school and a small number of

parents choose to educate them themselves.

Our approach to home education is that:

e We believe schools in our Local Authority (LA) offer children opportunities to
achieve their potential.

e We respect the right of parents and carers to choose to educate their children at
home.

e We wish to work in partnership with parents and carers who wish to home

educate to help them meet the challenges.









What are the duties of parents?

It is the duty of each parent:

e To ensure that your school age child is educated.

e To delegate that duty to a school, or carry it out yourself.

¢ To ensure the education provided is efficient and full time.

o To ensure the education is suitable to the child’s age, ability and aptitude.

o If your child has special education needs, the education must meet their needs.

Safeguarding

The Local Authority also has a duty to safeguard and promote the welfare of all
children — including children who are home educated (section 175 Education Act
2002).

In a very small number of cases the LA may insist on seeing children in order to
enquire about their welfare where there are grounds for concern, e.g. if there was

evidence that a child was at risk of harm or neglect.

Parents may choose to employ others to educate their child, though they themselves
are still responsible for the education provided. In these circumstances, parents are
responsible for ensuring that those whom they engage are suitable to have access to
children. It is strongly recommended that parents arrange for a Criminal Records
Bureau check prior to employment and that they are arrangements are made for

ongoing supervision.

What do you need to consider?

Most parents think long and hard about taking the step to educate at home. It is

worth considering these issues:

e Educating your child outside the school system will require a major commitment
of your time.

e There is no financial assistance for home educators; so inevitably, some expense
will be incurred for families, including entry to exams. However, we live in an

“information rich society”, and there is a vast amount of educational information









available for free. Regular use of the library means that you do not have to buy
lots of books, and you can access information by using the internet at home and
at the library.

e Attendance at school is often about more than just schoolwork. Many of the
lessons learned are about how to get on with other people.

e It may be difficult for one person to provide a broad education, or the range of
subjects your child wishes to learn about.

¢ If you want your child to return to school at some point, or take public exams, you

will need to think how you will make this an easy step for your child.

What is the legal duty of the Local Authority?

The law requires Local Authorities to act if it appears that parents are not providing a
"full —time” “efficient’ and “suitable” education, which takes account of “their age,

ability and aptitude and any special needs that the child may have.”

We will arrange for a representative of your Local Authority to contact you to discuss
your educational philosophy. An LA representative may request to meet with you to

discuss the education you are delivering.

What is an “efficient and suitable education”?
An interpretation by the judiciary of these words in the Education Act 1996 is that the

education should prepare a child for life in the modern society and enable them to

make progress towards their potential.

Schools maintained by the State are required to teach these National Curriculum
subjects:

e English

¢ Mathematics

e Science

e Art and Design

e Geography

o History









e Music

e Physical education

e A foreign language (for children over 11)

e Technology

¢ Religious Education

e Personal, Social, Health Education (PSHE)

¢ Information Computer Technology (ICT)

If you are educating your child at home, you are not required to follow the National
Curriculum. However, it provides a useful guide and if at a later date your child
returns to school, it could make re-integration into mainstream schooling much
easier. Copies of the National Curriculum are available from the Department of

Education on their website www.education.gov.uk. Should you wish to enter your

child for public examinations, such as GCSE, you will need to contact an

Examination Board directly.

When deciding how much time to devote to your child’s education you may find it
helpful to know that the Department for Education and Skills recommends the
following weekly teaching hours:

e 21 hours for 5-7 year olds

e 23.5 hours for 8-11 year olds

e 24 hours for 12-16 year olds

Pupils are required to attend school for 190 days each year.

Education should impart knowledge but also help children develop a range of life
skills. You should consider how the education you provide would help your child to
develop:

e communication skills

e observation and awareness skills

e problem solving skills

e creative and imaginative skills

e numerical skills









e physical skills

¢ personal and social skills

If | decide to educate my child at home, what do | need to
do?

If you are withdrawing your child from school, you are required by law to de-register
from that school. The pupil's name can only be removed from the admission register

of a school after you have given written notification to the school that your child is

receiving education otherwise than at school.

If your child has never been registered at a school, please inform your Local
Authority of your intention to home educate, using the relevant contact details at the

back of this booklet. Information will then be passed to the relevant LA.

It is different for children who are pupils at a special school. To withdraw children
from special schools, the consent of the Local Authority is required. This regulation is
to ensure that Children’s Services can continue with their responsibility for children
with special needs. Consent will be made after the first visit of the Children’s
Services, if appropriate. Parents have a right to make representations to the
Secretary of State in cases where the LA does not agree to home education in these

circumstances.

What happens next?

The school will inform the Local Authority that you are taking responsibility for your

child’s education. The LA will let you know that your child’s name has been taken off

the school roll and:

e We will send you some background information on home education.

e An Elective Home Education LA representative will contact you requesting a visit.
After the visit you will receive a written report of your discussion.

e If your child has a statement of special educational needs, the LA continue to
have a statutory duty to undertake an annual review. You and your child will be

invited to these.









You can decide how you wish to show evidence of your child’s education.

What ways are there to show evidence of a suitable

education?

If you decide to educate at home the Local Authority will approach you to ask for

evidence that your child is receiving an efficient and suitable education. You could do

this in a number of ways.

You may for example:

Meet the LA representative at home, to discuss work and progress.
Meet the LA representative elsewhere, to discuss work and progress.
Write a report.

Provide examples and date work. Use a log to record the learning.
Have the work endorsed by a recognised third party.

Provide evidence in any other form.

A few do’s and don’ts

Do: Think long and hard about it. It is a great responsibility and a considerable
commitment of time and energy. Don't take your child out of school just because

you have had a disagreement. Do speak to the Head Teacher or the LA.

Do consider contacting:
The Local Authority Elective Home Education representative (details at the
back of this booklet)
The school's Attendance Officer
Your school Health Advisor
Useful websites and addresses at the end of this information pack
Do plan and discuss what you intend to do with your child before making a
decision.
Do look at the costs that may be involved — educational visits, equipment, books
and exam entry fees.

Do provide opportunities for your child to be involved in social activities.









Do keep your options open. Your child’s needs may change at different ages and
stages. The LA will always be willing to find a place for your child at a school,

which can best provide for his/her needs.

What if it appears to the Local Authority that a suitable

education is not being provided?

We aim to work in partnership with parents. We find most concerns can be

addressed without entering into statutory procedures.

If there are concerns about the education a child is receiving:

We will inform the parent in writing of these concerns.

There is then an oppportunity to adapt the education being provided, so that it is
meets the necessary requirements.

A further arrangement is then made to review the work that the child is doing. If
this appears to Children’s Services that a suitable education is being provided, no
further steps are taken.

If it still appears that an efficient and suitable education is not being provided for
the child, the Local Authority is required to make an Attendance Order. This
requires parents to register their child at school. Where parents do not do so, a
court summons may then be issued.

At any stage during this process, the parents may present evidence that they are

now providing a suitable education and have the order revoked

If | want my child to return to school, what do | do?

You can make an application to any appropriate school. Altermatively, you can

discuss this with your Elective Home Education LA representative, who will be able

to help you.









Good Practice Example: Primary Aged Children

Draw up a base line of where your child is

What can | do?

Reading

Handwriting @
Talking

Listening

Maths

IT skills etc...

)

G 3

©

Establish goals that will meet your chiid’s needs, for example;

I will attempt to use multiplication facts to learn about division

I will think about how to be ‘greener’ in our house

| will read a new book each week

| will join @ gymnastics group

Establish a routine;

Keep a log or diary

What activities are planned each week

What do | know?
Words | can spell
Stories | can retell

Times tables | know etc...

Monday Tuesday

Wednesday

Thursday

Friday

Mobile Library Gymnastics

Green project

Book review

Go to see friends
at play area










@ Review and discuss

Go back and review work. What was learned?

©

Link the learning together, for example

Mathematics

What is the perimeter of my house?

History Art
Research the history Make a line drawing
of my house, how old etc of my house in biro

Science English
What materials were Imagine fairies lived

used to build my house in my house, write a story









Helpful Contacts

EHE Service

o A srenive v
Y. ebucaTion service

www.electivehomeeducationservice.co.uk

A service established by Knowsley, Cheshire West and Chester,
Liverpoo!, Warrington and Wirral Councils to provide guidance
and support to all parents either considering or actively delivering
home education services.

DiE

Depariment fo:
Education

www.education.gov.uk

The Department for Education is responsible for education and
children’s

services. This is a useful site for GCSE information.

Home Education Advisory
Service

SRy

www.heas.org.uk (01707) 371854

HEAS offers information for home educators, including advice
about educational materials, resources, GCSE examinations,
special educational needs, information technology, legal matters
and curriculum design. HEAS produces a range of leaflets and the
Home Education Handbook.

GoldStar Café

www.qglodstarcafe.net 0845 6808 100

GoldStar Cafe is a protected online learning community where 11
to 14 year old secondary school kids can meet friends, have fun
and learn.










CGP Books

£
E &
o i

-Car

www.cgpbooks.co.uk

From Primary to A-Level, SATS to GCSE... a large selection of
revision and practice material

Parentline Plus

e Parentlineplus
becouse insl-udions aren'l included
$NOBOD 800 2222

vivew paractineplus org vk

www.parentlineplus.org.uk 0808 8002222

Parentline Plus works to offer help and support through an
innovative range of free, flexible, responsive services - shaped by
parents for parents.

Superclubs Plus

5 SUPERCLUBS 7.

www.superclubsplus.com

SuperClubsPLUS is a protected Social Learning Network where
primary school kids can meet friends, have fun and learn cool
stuff.

Parentscentre

¥ parents:

itping pou s el yeur chitd

www.pareniscenire.qov.uk

Information and support for parents on how to help with your
child's learning

Worldwide Education Service

www.weshome.demon.co.uk/teach.htmi

WES Home School Service is designed to create a school in the
home where parents teach their own children. Courses in English,
Mathematics, Science, Humanities (5-14 yrs) and Reception (4-5
yrs) are offered. Teaching support and assessment are provided
by WES personal tutors - highly qualified and experienced UK
teachers.










The Advisory Centre for
Education (ACE)

[N
i

dce”

advisory centre
for education

www.ace-ed.org.uk

The Advisory Centre for Education (ACE) is a national charity that
provides advice and information to parents and carers on a wide
range of school based issues including exclusion, admissions,
special education needs, bullying and attendance.

The above websites have been selected as potentially relevant to individuals sourcing information
relevant to elective home education. We do not link to external sites in return for cash, services or
any other consideration in kind. More specifically:

e The inclusion of a link to an external website from the EHE Service should not be understood
to be an endorsement of that website or the site's owners (or their products/services); and

e The views expressed within external websites are those of the site’s owners and unless
specifically stated are not those of the EHE Service.
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Introduction and Aim







[bookmark: _Hlk104476833]<insert school> recognises the importance of good attendance and the impact it has on children’s progress, attainment, enjoyment of learning and relationships within school. Good attendance helps a child to realise their potential and ensure they are motivated, confident and enjoy a diverse range of curricular opportunities and experiences. Our school policy and prospectus promote good attendance, which is recognised and rewarded as an achievement. The school monitors attendance and ensures quick and early intervention if a problem is identified. We recognise that whole school preventative and proactive approaches are key to promoting children wellbeing and attendance.  A child must attend school every day that they are required to do so unless an exceptional circumstance applies. 



[bookmark: _Hlk60750019]Our policy is accessible to leaders, staff, pupils, and parents, and is published on our school website. It will be sent to Parents with any initial information when pupils join the school and reminded of it at the beginning of each school year and when it is updated. As the barriers to attendance evolve quickly, the policy should be reviewed and updated as necessary. In doing so, we will seek the views of pupils and parents. The Attendance & Punctuality Policy is based on the premise of equal opportunities for all.







1. Legislation







Regular and punctual attendance at school is a legal requirement. Regular attendance is essential to enable children to maximise their educational attainment, opportunities and further development.



· Section 7 of the Education Act 1996 states that “The parent of every child of compulsory school age shall cause him/her to receive efficient full-time education either by regular attendance at school or otherwise”.  



· Section 444 (1) of the Education Act 1996 states that “if a child of compulsory school age who is a registered pupil at a school fails to attend regularly at the school his parent is guilty of an offence”.



· Section 576 Education Act 1996 - Meaning of “parent”



For the purposes of Education Law, the definition of a ‘parent’ and who is responsible for ensuring regular attendance to school is:



· all biological parents, whether they are married or not



· any person who, although not a biological parent, has parental responsibility for a child or young person - this could be an adoptive parent, a step-parent, guardian or other relative



· any person who, although not a biological parent and does not have parental responsibility, has care of a child or young person.  This could be one parent, both parents and/or carer/s.







2. Registers







Registers provide the daily record of attendance of all pupils.  They are legal documents and the register may be required in a court of law, for example as evidence in prosecutions for non-attendance in school.







‘Education (Pupil Registration) (England) Regulations 2006’ (section 6)



Schools must take the attendance register at the start of the first session of each school day, morning (a.m.)  and once during the second session, afternoon (p.m.). 







On each occasion they must record whether every pupil is: 



• Present



• Attending an approved educational activity



• Absent 



• Unable to attend due to exceptional circumstances.







The school should follow up any absences to: 



• Ascertain the reason



• Ensure the proper safeguarding action is taken 



• Identify whether the absence is approved or not; and, 



• Identify the correct code to use before entering it on to the school’s electronic register, or management information system as a priority and returned to the school office in a timely manner. This is used to download data to the School Census.



· Consider early identification, assessment, intervention and support processes that may need to be implemented.







The register should be marked using the codes as advised by the Department for Education (DfE) ‘Working together to improve School Attendance Guidance’ (for maintained schools, academies, independent schools and local authorities) https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1073616/Working_together_to_improve_school_attendance.pdf  (See appendix 3.)







3. Procedure 







Children are expected to attend school regularly, unless there is good reason for absence.



There are two types of absence:



· Authorised (where the school approves a pupil absence)



· Unauthorised (where school will not approve the absence)







The school has a duty to safeguard all its pupils. If a child is absent, the parents/carers should inform the school on the first day of absence and each following day of absence, stating the reason. 



<insert Information and contact details of the school staff who pupils and parents should contact about attendance on a day to day basis (such as a form tutor, attendance officer etc>



< insert Information and contact details of the school staff who are responsible for more detailed support on attendance (such as a head of year, pastoral lead or family liaison officer etc>



The name and contact details of the senior leader responsible for the strategic approach to attendance in school is <insert name>



The school office will make contact with home when a child is absent, and the parent/carer has not notified the school of the absence. If no contact can be achieved or the reason for absence is not accepted the absence will be unauthorised.







4. What can parents/carers do to help and working in partnership with Parents/ Carers







Let the school know straight away why your child is absent. Home/school communication is



extremely important in supporting your child to achieve and feel settled in school. Try to make any dental/GP appointments outside of school time















It is pertinent that school and parents / carers work together with a shared plan and outcomes when supporting a child / young person’s attendance and wellbeing. If despite persistent attempts to work with parents, there continues to be a lack of engagement, then legal procedures may be followed to secure engagement and school attendance 







As a school we recognise that building respectful relationships with families and working in collaboration is essential to ensuring the best outcomes for children / young people. We require all parents to actively support the work of the school, including promoting attendance and engagement. We are committed to ensuring that systems and processes are in place with regards to promoting attendance and would encourage parents to make contact if they have concerns about their child. 







We will provide parents / carers with information about Emotionally Based School Non-attendance to discuss needs and strategies to support their child, as appropriate (see EBSN Parent Leaflet).  







5. Absence Monitoring







School robustly monitor and analyse attendance data to promptly identify and address possible concerns and allow for early interventions to support the child/family’s underlying needs. This will include – 



· Weekly attendance code analysis 



· Specific cohort and group monitoring – particularly for vulnerable groups i.e. children with a social worker 



· Monitoring of lesson attendance across all subjects 



· ‘Welcome back’ meeting for all pupils that have been absent for 5 days – to check wellbeing and ensure there are no ongoing needs that will impact on attendance 



· The school’s strategy for using data to target attendance improvement efforts to the pupils or pupil cohorts who need it most. 



· • The school’s strategy for reducing persistent and severe absence, including how access to wider support services will be provided to remove the barriers to attendance and when support will be formalised in conjunction with the local authority. 







6. Early Identification and Intervention: assess, plan, do and review  







Every pupil has a right to a full-time education and <insert school> sets high attendance expectations for all pupils.  <insert school> will consider the individual needs of pupils and their families who have specific barriers to attendance and will consider our obligations under the Equality Act 2010 and the UN Convention on the Rights of the Child.



For any child / child person who is absent from school it is essential to fully understand the reasons for this so that targeted, evidence-based interventions and support can be put into place. All staff have a part to play in promoting attendance. We recognise the importance of ensuring that key members of staff from across the school, including Form Tutors, attendance, pastoral and SEND staff work in collaboration to consider and identify the holistic needs of the child/young person and to overcome barriers to attendance. In accordance with the principles of early intervention, a graduated approach of assess, plan, do and review will be followed utilising a arrange of school-based resources, evidence-based interventions and seeking advice and support from external services at an appropriate stage, when needed. 







Appropriate assessments will be important to help understand the underlying reasons that may be contributing to attendance difficulties. This may be an assessment that focuses on the individual child’s needs such as an SDQ, SEND assessments and wellbeing assessments or may include the holistic needs of the family, such as a TAF assessment. Assessments will include the views of the child/young person as well as parents/carers, and identify strengths (what is working well) and needs (what is working less well). 







Assessments undertaken may identify that a child/young person is experiencing underlying emotional based needs that are contributing to non-attendance. Cheshire West and Chester Council has developed guidance for schools - Emotionally Based School Non-attendance: Good practice guidance for schools (revised November 2021). This is a whole school framework with a graduated approach to support the early identification and intervention of children/young people who may struggle to cope in school/attend school. 







Information from assessments will inform a SMART action plan with focussed targets developed in partnership with families, and other services as appropriate. For example, Early Help and Prevention and Social Care may have a part to play in the delivery of support and intervention to promote engagement and attendance. SMART plans should be personalised to effectively meet a child / young person’s needs and improve attendance and wellbeing outcomes. 







Regular reviews of support and attendance plans are essential to monitor the impact of interventions and to adjust these accordingly. If, despite targeted support and intervention, attendance and wellbeing concerns persist, we may seek further advice and support from external services including mental health services, specialist teaching and education services (insert further services). 







7. Medical Absence







Absence due to sickness should be reported to the school by phone or using the <insert app> on the first day of absence. The school should be kept informed during longer periods of absence. School will contact parents during the first day if no satisfactory reason for absence has been received.  







Any medical absences in excess of 5 days (10 sessions) per academic year will need to be supported by medical evidence. If no medical evidence is received, then the absence may be recorded as unauthorised.  The school will work with all families on an individual basis if medical absences



exceed the maximum threshold.







If a medical absence is likely to be ongoing or long term, then we will offer support in accordance with the school’s policies and statutory guidance relating to Children with health needs. https://www.gov.uk/government/publications/supporting-pupils-at-school-with-medical-conditions--3.   As a school we need to plan how children can access Education and how and when the child will return to school. In accordance with the Equality Act 2010 the school must also demonstrate that reasonable adjustments are made to meet child’s Educational Needs. 



[bookmark: _Hlk76480755]For children who have a medical condition and cannot attend school, the school will refer to the Cheshire West and Chester Council’s Medical Needs Team.  https://www.cheshirewestandchester.gov.uk/documents/education-and-learning/medical-needs-service/medical-needs-policy-latest.pdf







Their policy states that referrals must come directly from the child’s school and must be supported by medical evidence from one of the following health professionals:



· consultant paediatrician or adolescent psychiatrist



· consultant child psychiatrist



· hospital consultant



Supporting evidence from a General Practitioner alone cannot be accepted. 



8. Lateness and Punctuality 







School begins <insert time>, and all pupils are expected to be in school for registration at that time.







· Register taken at <insert time>



· Registers close <insert time>







Any child who arrives after the gates are closed must enter the school by the main entrance and report to the school office to sign in. If pupils are not in class when the register is taken, they will be coded as ‘L’. Any late arrivals after <insert time> will be coded as ‘U’ which is an unauthorised absence for that session.







In accordance with the ‘Education (Pupil Registration) (England) Regulations 2006’, if your child arrives after the registers close, they will receive a mark, code U, that shows them to be on site, but this will not count as a present mark and it will mean they have an unauthorised absence. This may mean that you could face the possibility of a Fixed Penalty Notice or other legal action if the problem persists.  







Children who are consistently late for school are disrupting not only their own education, but also that of other children. Where persistent lateness gives cause for concern, you will be invited to a meeting to resolve the issues.  If there is no improvement following this meeting, further action will be taken which may include referral to external agencies. 



You may approach the school at any time for support and advice if you are having difficulty getting your child to school on time or maintaining regular attendance. 







9. Unauthorised Absence and Fixed Penalty Notice







An absence may be coded as ‘unauthorised’ if:



i. no reason for absence has been given



ii. medical evidence is not received when requested



iii. a request for a leave of absence has been unauthorised



iv. a pupil arrives at school after registration has closed at <insert time>.







Parents/carers should be aware that <insert school> may contact the Local Authority if a pupil has 10 or more unauthorised absences in the current term with a view to issuing a Fixed Penalty Notice or other legal action. The Fixed Penalty Notice is issued individually to each parent/carer who fails to ensure their child’s regular attendance at school. The Penalty is £60 per parent/carer per child if paid within 21 days rising to £120 if paid within 28 days. Non-payment of the Fixed Penalty Notice may result in prosecution in the Magistrates court (see appendix 1).







10. Application for Exceptional Circumstances







In September 2013, amendments to the Education (Pupil Registration) (England) Regulations 2006, make it clear that Head Teachers may not grant any Leave of Absence (holiday) during term time unless there are ‘exceptional circumstances’







The Head Teacher and the Governing Body will determine what constitutes an exceptional



circumstance on an individual basis. If parents/carers need to request Exceptional Leave of Absence, they must complete an ‘Exceptional Leave of Absence’ form available from the school office. It should be noted that if any application is declined and absence occurs of a consecutive 5 or more unauthorised days, then school may apply to the Local Authority for a Fixed Penalty Notice to be issued to each parent/carer.







The following will not be deemed to be exceptional circumstances:



· Family holiday



· Availability of less expensive holiday



· Availability of holiday accommodation



· Parent/carer’s working commitments



· Holiday pre-booked by another family member







A child’s absence during term time seriously disrupts their continuity of learning. Not only do they miss the teaching on the days they are away but are less prepared for the lessons building on that teaching when they return to school. There is a consequent risk of under achievement, which we must seek to avoid.



The Governing Body is responsible for ensuring any attendance issues are dealt with in line with school policy.







11. Religious Observance







We recognise that some pupils may need to participate in days of religious observance.



Where a day of religious observance.







· falls during school time and



· has been exclusively set apart for religious observance by the religious body to which the pupil belongs



We ask that parents/carers notify <insert school> in writing in advance where absence is required due to a religious observance.







12. Enforced School Closure







If <insert school> was forced to close for a period of time, we have the facility to operate an



online virtual school. The expectation is children will still engage with ALL activities when work is set. Procedures for online learning will be sent to parents as and when required.







13. [bookmark: _Toc50626554]Impact



All pupils will achieve well by developing knowledge and skills on their journey through school. Due to robust monitoring of attendance, all pupils, including vulnerable children and children with special educational needs and disabilities (SEND), will have fair and equitable access to school in order to achieve the best possible outcomes. Pupils will leave <insert school> ready for a successful transition to secondary education/further education or employment.



































The table below sets out the attendance targets and at what stage parents/carers will be contacted about their child’s attendance. 
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See appendix 2 for further breakdown of missed sessions. 
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Appendix 1



Cheshire West & Chester



Code of Conduct for Education Fixed Penalty Notice (Unauthorised Leave of Absence & Irregular



Attendance)







1. A Fixed Penalty Notice (FPN) can only be issued in cases of unauthorised absence.



2. A maximum of two FPNs may be issued in an academic year and these FPNs may be issued against each parent/carer of a child. Once two FPNs have been issued, should there be further unauthorised absences, the Local Authority are able to move to prosecution immediately.



3. A FPN may be issued per parent per child.



4. Penalty Notices may be considered appropriate if:



· Unauthorised absences of at least 10 consecutive school sessions (five school days).



· Sessions either side of a weekend or school holiday will be counted as consecutive school days.



· For poorly attending learners, at least 10 sessions (five school days) lost due to unauthorised absence during a school term. These do not need to be consecutive.



· For poorly attending learners, persistent late arrive at school in a term. Persistent means at least 10 sessions of late arrival.



· The presence of an excluded child in a public place in the child’s first five days of exclusion.



6. The school must notify parents of the Attendance Policy and clearly state that parents may receive an FPN for an unauthorised leave of absence relating to holiday in term time.



7. Schools and the Education Welfare Services will take into account any exceptional circumstances when determining whether to issue a FPN.



[bookmark: _Toc50626562]































































Appendix 2



What does ‘percentage attendance’ mean?



Parents/carers should be advised that from September 2015 the Government have categorised those pupils who have attendance of 90% and below as ‘Persistent Absence’ pupils (P.A.). RSA will be specifically targeting this cohort of pupils, in an effort to improve their attendance in the future. The table below shows the learning time lost against percentage attendance figures.



				Attendance during one school year



				Equivalent 



Days 



				Equivalent 



Sessions 



				Equivalent 



Weeks 



				Equivalent Lessons 



Missed 







				95% 



				9 Days 



				18 Sessions 



				1.4 Weeks 



				45 Lessons 







				90% 



				19 Days 



				38 Sessions 



				3.4 Weeks 



				95 Lessons 







				85% 



				29 Days 



				58 Sessions 



				5.4 Weeks 



				145 Lessons 







				80% 



				36 Days 



				72 Sessions 



				7.1 Weeks 



				180 Lessons 







				75% 



				48 Days 



				96 Sessions 



				9.3 Weeks 



				240 Lessons 
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Appendix 3



Absence Codes: 



According to the DfE guidance the following codes are used on the register. 











				Code I



				Illness



				Schools can request medical evidence from parents/carers if they feel the authenticity of an illness is in doubt. 







				Code M



				Medical or dental appointments



				Parents/Carers are encouraged to arrange appointments out of school hours but the school will authorise if confirmation of the appointment is provided.







				Code C



				Other circumstances



				This code will be used for any authorised non-medical reasons for a child’s absence from school, i.e. – family funeral.







				Code D



				Dual Registered



				This code will be used if a pupil is registered at two schools.







				Code J



				Interview 



				This code will be used when it has been agreed that the pupil can miss school to attend an interview or entrance exam







				Code P



				Approved sporting activity 



				This code will be used in times of approved sporting activities in school times, i.e. – training sessions, trials and sporting events.







				Code R



				Religious Observation 



				This code is used to cover major religious festivals during term-time. The school will only authorise one day absence for religious events.







				Code V



				Educational visits and trips







				Code W



				Work Experience







				Code G



				Family holiday not authorised by the school or in excess of agreed period







				Code U



				Arrived late to school after 9.30am







				Code N



				Reason for absence not yet provided







				Code O



				Absent from school without authorisation







				Code X



				Not required to be in school (not compulsory school age)























































Guidance for schools – Attendance case working. (School only)







These stages should be followed once a pupil has reached 10 sessions of unauthorised absence and the school is considering the Education Welfare Service’s involvement as current strategies are not improving attendance. 







Stage 1 (within 30 days) 







· Ensure usual attendance policy procedures are being followed 



· Continue normal first day contact etc. 



· Conduct investigative safeguarding home visits.



· Gather information from teaching and support staff regarding the pupil’s strengths and needs – this may include a round robin 



· Meet with pupil to elicit their views about school (eg. what is working well / working less well)  



· Develop a shared action plan in collaboration with parents / carers, pupils and key staff (informed by assessments and to address specific factors underlying non-attendance) 



· Continue to follow assess, plan, do and review cycles focussed on targeted intervention and support – eg. Support and Attendance Plan 



· Make an initial single assessment (simplified TAF assessment) 



· Refer to other agencies as appropriate (e.g iART) 



If parent/carer does not engage with support offered



· Arrange an Attendance Panel Meeting to discuss barriers to attendance, record the voice of the child and complete and ESO checklist 



· Consider an irregular attendance FPN (10-26 sessions unauthorised) 



· Consider a first warning letter for prosecution for more entrenched cases (26+ sessions) 







Stage 2 (within 60 days)







· Continue with usual contact in line with attendance policy 



· Conduct further home visits 



· Discuss case with attendance lead in school 



· Consider Attendance Planning Meeting if there is no improvement following the prosecution first warning letter 



· Issue a final warning letter if no improvement following the Attendance Planning Meeting 



· Consult with Education Welfare Officer to support in preparing witness statement and exhibits of evidence 







Stage 3 (within 90 days) 







· EWO will support in setting up Court File as follows: 



· Statement of evidence S9 



· Exhibits (labelled and numbered) 



· Head teacher certificate 



· Recent registration certificate 











Please note, each section says WITHIN the time scale, so you don’t have to wait until 30 days have passed to take action.







[image: ]	Comment by BROTHERTON, Natalie: Consider including a box around early identification, assessment, support and planning between letter and attendance panel











Emotionally Based School Non-attendance (EBSN)



Emotionally Based School Non-attendance (EBSN) is a term used to describe the needs of CYP who struggle to attend school due to underlying emotional based needs, such as anxiety, unhappiness and despair. These CYP may be reluctant to leave home and can present high levels of distress in response to parents’ attempts to get them to school. This can result in prolonged absences from school. 



EBSN is complex and multifaceted, requiring a holistic approach to assessment and intervention. Good practice guidance emphasises the importance of early identification and intervention to support the needs of CYP who may struggle to attend school, developing a SMART support plan, with timely review processes (CW&C, 2018). 



The EBSN framework is embedded within the school’s Attendance Policy and we use many of the tools and resources to underpin our early identification of need and targeted support and intervention approach. 



Schools can access EBSN training and Guidance (EBSN: Good Practice Guidance for Schools) via: eCWIP for Education - Cheshire West Industry Professionals











































































































































Stage 1 letter 







Our ref: XXXX 



Date 



Name 



Address 







Dear <insert parent/carer name> 







RE: Stage 1 Attendance letter 



<insert pupil name> 



Re: Attendance – XX% 







At <insert school> we have a strong focus on attendance to ensure that all pupils make excellent progress and achieve their very best potential.







Our records show that <insert pupil name> attendance is XX%. (Please see enclosed attendance record). As this is just falling below the national expected minimum of 96% we are therefore writing to offer additional support and to open communication in the hope that we can improve their attendance and ensure that it improves. 







Good attendance is key to ensuring that pupils progress well at school. In addition, your child’s attendance record has to be conveyed in any future reference provided by the school. 



We are hopeful that your child’s attendance will improve and we wish to offer our support and ask that you communicate to us any provision or assistance which you feel may be beneficial or communicate any reasons why you feel that improved attendance may be difficult so that we can work together in supporting your child. 







The aim is for your child’s attendance to improve within the next 4 weeks in order to avoid having to issue a continued attendance concern letter. If you would like to discuss anything in relation to this letter, please do not hesitate to contact me.







Yours sincerely, 











Name



Position







































Medical evidence letter







Our ref: XXXX Date 



Name 



Address 



United Kingdom 







Dear <insert parent/carer name> 







Re: Medical Evidence 



<insert pupil name> Re: Attendance – XX% 







<insert school> places great emphasis upon every student achieving their full potential.  It is important therefore that every student attends the school regularly and participates in the schooling that is offered if they are to make good progress and benefit from the opportunities that school offers. 







It is expected that parents/carers support their child by complying with the law which imposes a duty on parents/carers to ensure that their son/daughters are properly educated.  







I am aware that there have been reasons provided for these absences however to enable us to authorise any future absences due to illness medical evidence will be required.







This can be in the form of:



· Copy of prescription relating to the illness



· A dated note from the GP’s receptionist confirming your visit to the GP



· A medical appointment card



· Evidence of medical prescribed by the GP







May I remind you that after 10 sessions (5 days) of unauthorised absence you may receive a fixed penalty notice warning.







If there is anything that you feel the school should be aware of, or that I can help you with, I would be grateful if you could telephone me at school to discuss this further.







Yours sincerely, 











Name



Position 



































Stage 2 letter 







Our ref: XXXX Date 



Name 



Address 



United Kingdom 







Dear <insert parent/carer name> 







Re: Invitation to Stage 2 Attendance Action Plan meeting 



<insert pupil name> Re: Attendance – XX% 







At <insert school> we have a strong focus on attendance to ensure that all pupils make excellent progress and achieve their very best potential.







Our records show that <insert pupil name> attendance is XX%. (Please see enclosed attendance record). As this is now below the national expected minimum of 96% and a previous letter has been issued to offer support, we are therefore now writing to offer further provision and to strengthen communication by inviting you to come into school on <day, date and time> when we will discuss the matter and form an Action Plan. 







If you would like us to attend the family home or meet at another location please advise us at your earliest convenience. 







I look forward to seeing you at this meeting. If this is inconvenient, please contact me as soon as possible to rearrange a more suitable time. 







Yours sincerely, 











Name



Position 



















































[bookmark: _Toc50626394][bookmark: _Toc50626565]Stage 3 letter (a)







Our ref: XXXX 



Date 



Name 



Address 



United Kingdom 







Dear <insert parent/carer name> 







Re: Invitation to Stage 3 Attendance planning meeting after no response 



<insert pupil name> Re: Attendance – XX% 







I am writing to you regarding the previous letter I sent out requesting a meeting regarding <insert pupil name> attendance record. Unfortunately, I have had no response. 







Our records show that <insert pupil name> attendance is XX%. (Please see enclosed attendance record). This is below the national expected minimum of 96% and is therefore a cause for concern. 







You are invited to attend a meeting to be held at <insert place> on <day, date and time>. 







The purpose of the meeting is to discuss a way forward in improving your <insert pupil name> attendance. A representative of the Local Authority may be present at this meeting to ensure that we can form a robust action plan and make rapid progress due to the fact that the previous meeting has not been attended. 







You are urged to attend this meeting as failure to do so may result in a fixed penalty notice being issued against you. 







Yours sincerely, 















Name



Position











Stage 3 letter (b)







Our ref: XXXX 



Date 



Name 



Address 



United Kingdom 







Dear <insert parent/carer name> 







Re: Invitation to Stage 3 Attendance planning meeting after no improvement 



<insert pupil name> Re: Attendance – XX% 







I am writing to you regarding the previous meeting regarding <insert pupil name> attendance record. Unfortunately, their attendance has not improved and there is now a more serious concern about their welfare and educational needs being met. 







Our records show that <insert pupil name> attendance is XX%. (Please see enclosed attendance record). This is now well below the 96% expected minimum and is therefore a major cause for concern. 







You are invited to attend a meeting to be held at <place> on <day, date and time>. 



The purpose of the meeting is to discuss a way forward in improving your <insert pupil name> attendance. 







A representative of the Local Authority may be present at this meeting to ensure that we can form a robust action plan and make rapid progress due to the fact that your child’s attendance is not improving. 







You are urged to attend this meeting as failure to do so may result in a fixed penalty notice being issued against you. 







Yours sincerely, 















Name



Position







Letter after Stage 3 – Attendance Action Plan 







Our ref: XXXX 



Date 



Name 



Address 



United Kingdom 







Dear <insert parent/carer name> 



<insert pupil name> Re: Attendance – XX% 







I am writing to you regarding the recent meeting which we had concerning <insert pupil name> 



attendance at the <insert school>. 







I have enclosed a copy of the Action Plan for your information and attention. 







May I take this opportunity to inform you that: under Section 444 of the Education Act 1996, you have a legal responsibility to ensure that <insert pupil name> attends the <insert school> regularly. Failure to do so may lead in legal action being taken against you by the Local Authority resulting in prosecution. 







Thank you for attending the recent meeting; it is only by all working together that we can achieve the best possible educational and social outcomes for our pupils. 











Yours sincerely, 











Name



Position











































































Letter after failure to attend Stage 3 meeting 



Our ref: XXXX 



Date 



Name 



Address 



United Kingdom 







Dear <insert parent/carer name> 



<insert pupil name> Re: Attendance – XX% 







As you failed to attend a meeting on <day, date and time>, you are now invited to attend a meeting to be held at the <insert school> on <day, date and time>. 



The purpose of the meeting is to discuss a way forward in improving your child’s attendance. A representative of the Local Authority will be present at this meeting. 



You are urged to attend this meeting as failure to do so may result in a fixed penalty notice being issued against you. I enclose a copy of your child’s registration certificate. 







Yours sincerely, 







Name



Position











































































Stage 4 letter: still no improvement after Stage 3 meeting and plan (first warning letter)







Our ref: XXXX 



Date 



Name 



Address 



United Kingdom 







Dear <insert parent/carer name> 



<insert pupil name> Re: Attendance – XX% 







I am writing to express my concern regarding <insert pupil name> continued irregular attendance.  According to the class register, between <date> and <date> <insert pupil name> has been marked absent for XX sessions, of which XX were authorised and XX were unauthorised. <insert pupil name> has completed XX full weeks in school out of a possible XX weeks.  A copy of the percentage attendance register is enclosed. 



The <insert school> has made efforts to engage with you in attempting to improve this situation but despite this there has been no improvement in <insert pupil name> attendance.







Such attendance is not acceptable and I must remind you that S.444, Education Act 1996 requires you to make sure that your child comes to school, on time, every time the school is open.  I am writing this letter to give you an opportunity to make sure that from now on and in future, your child attends school regularly.  



Failure to do so may result in the Local Authority taking one of the following actions:



a)  Initiating legal proceedings in the Magistrates Court under S.444(1) Education Act 1996.  If convicted under this section, you may be fined up to £1,000.



b)  Initiating legal proceedings in the Magistrates Court under S.444(1A) Education Act 1996.  If convicted of this offence you may be fined up to £2,500 or be sent to prison for up to 3 months or both.



I now look forward to your co-operation in ensuring an immediate and sustained improvement in your child’s school attendance. 



If you wish to discuss this matter, please contact me at your earliest convenience. 







Yours sincerely, 











Name



Position



























Final warning letter







Our ref: XXXX 



Date 



Name 



Address 



United Kingdom 







Dear <insert parent/carer name> 



<insert pupil name> Re: Attendance – XX% 







On <insert date>, we wrote to you concerning <insert pupil name> irregular attendance at <insert school>. 







Unfortunately, I now have to contact you again as <insert pupil name> has continued to be absent from school during the last XX weeks.







Obviously, such a record is not acceptable, and I now have to warn you that unless there is an immediate improvement in <insert pupil name> school attendance, the Local Authority will have no option but to instigate one of the following options:







a)	Initiating legal proceedings in the Magistrates Court under S.444(1) Education Act 1996.  If convicted under this section, you may be fined up to £1000.







b)	Initiating legal proceedings in the Magistrates Court under S.444(1A) Education Act 1996.  If convicted of this offence you may be fined up to £2,500 or be sent to prison for up to 3 months or both.







Please contact me to discuss.







Yours sincerely, 











Name



Position
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Attendance Guidance Flow Chart

First day contact
Evidence with record of text message

and/or record of telephone calls
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[image: ]Lateness affects your child’s learning…
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If your child arrives late, they often feel embarrassed, 



struggle with class work and don’t feel ready for the day.







Did you know?



5 minutes late each day = 3 school days lost!



10 minutes late each day = 6.5 school days lost!



15 minutes late each day = 10 school days lost!



20 minutes late each day = 13 school days lost!



30 minutes late each day = 19 school days lost!







Some hints and tips to help your child arrive at school on time



and be ready to learn!



Prepare the night before: 



· Put out uniform for the following day



· Make sure all school bags are ready (with snack/dinner money etc.. )



· Check shoes are easy to find!  



· Check calendar for what might be needed following day (swimming, music lessons, PE etc) 



· Make sure you’ve signed any forms etc that need doing 



· Check any homework has been done and is in the bag ready to go to school 







On the day: 



· Ask your children to put their clothes or uniform on before coming down for breakfast (it will save a lot of time) 



· Do something 'different' once in a while: give them a checklist (they love ticking things off as they do them). use a star chart to help get them into the routine. 



· Try to have fun too: make up a game e.g, can they put on their white clothes on first, followed by grey. Put on a song and set them a challenge to dance while getting dressed. 'I bet I can tidy up the breakfast things before you've put your shoes on' or.. 'Can you put your cardigan on before I count to 10?'































































[image: ]	If there are particular circumstances that cause your child to be late, please do not hesitate to contact (insert staff member, on xxxxxx) who will discuss options to help you and your child have the best start to the day.
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In line with our Attendance Policy, please 	ensure that your child arrives to school on 



time. 



If your child arrives after the close of registration (insert time), they will be marked as unauthorised Late (U) and you could be issued with a Fixed Penalty Notice Warning which may result in a fine of up to £120 per parent per child.
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Attendace leaflet parents example.docx


Handout – Example attendance leaflet for parents  



EVERY PUPIL 95% OR ABOVE!







We understand that there can be health problems, but:







Don’t believe that the ‘odd day off can’t harm.’ Research carried out on the effects of broken weeks and achievement is astounding. A student can have 95% attendance but still have 10 broken weeks! Hugely detrimental to a pupil’s learning, leaving big gaps in knowledge!







· Try to judge how ‘severe’ the pupil’s illness is. Do they really need to stay at home?



· How many of them are better by lunchtime? Send them back to school!



· If a pupil has an extended or intermittent but persistent condition, contact the attendance manager and arrange a meeting to set up a supportive action plan. There are lots we can offer to do, to prevent a pupil missing education.



· Non-urgent doctor, dental appointments and check-ups should be made outside school time – school finishes at 15:15.



· [image: C:\Users\joanneclark\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\1KLORZ74\SnarkHunter-Arrow-in-the-gold[1].png]If an appointment must be set in school time, absence will only be authorised for a reasonable margin of time. Not half a day to go to local GP/dentist. We understand orthodontic treatments and hospital clinic appointments may take longer. Try to minimise time out of school. 



· Try to vary the days of these treatments to avoid missing the same lessons in a cycle.







Pupils need to be in school to maximise their learning and success.







If you are experiencing difficulties getting a pupil into school, talk to us! There are many people who can help and advise: tutors; the assistant head of house; the head of house; the attendance officer and the attendance manager. You can contact any of the above.



September to July







				100%



				No days absent from school







				95%



				10 days absence from school – 



40 lessons missed







				90%



				20 days absence from school – 80 lessons missed







				85%



				30 days absence from school – 



120 lessons missed











				80%



				40 days absence from school – 



160 lessons missed



















EXCELLENT ATTENDANCE IS YOUR KEY TO SUCCESS



Did you know……



· 73% of pupils with attendance of 95% or higher achieve at least 5 GCSEs grade C or above



· Only 35% of pupils with attendance of between 80-90% manage to achieve 5 GCSEs grade C or above



· Research shows that pupils with 5 GCSEs grade C or above earn on average £350,000 more in their lifetime than those without the grades



· Excellent attendance at school = 95% and above



The evidence is clear:



EXCELLENT ATTENDANCE = GOOD QUALIFICATION = BETTER JOB!







BE HERE! BE ON TARGET







FIT



[image: C:\Users\joanneclark\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\AKZB47Z4\HealthLifter_Apple[1].jpg]











































































FOR SCHOOL







Attendance and Punctuality



At



…………………………………. School







Attendance Line:  ……………………………………







Email: ……………………………………………………..
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Accessing Cheshire West and Chester Council

information and services

Council information is also available in audio, Braille,
large print or other formats. If you would like information
in another format or language, including British Sign
Language, please email us at:
equalitiesfdcheshirewestandchester.gov.uk

Tel: 0300 123 8 123 Textphone: 18001 01606 275757
email: equalities@cheshirewestandchester.gov.uk
web: www.cheshirewestandchester.gov.uk

Cheshire West & Chester Councll

Attendance
Really 7
Does

Matter

(& Cheshire West
@ and Chester









School attendance and absence

You must make sure your child gets a full time education that meets
their needs (for example if they have special educational needs).

Children must get an education between the school term after their 5th
birthday and the last Friday in June in the school year they turn 16.

You will be contacted by the school if your child does not turn up (even
if they are only absent for a day).

You can be prosecuted if you do not give your child an education and

send them to school. You'll normally get warnings and offers of help
from the school first.

You can only allow your child to miss school if either they are too ill to
go in or if you have advance permission from the head teacher.

Holidays in term time

You have to get permission from the head teacher if you want to take
your child out of school during term time.

You can only do this if you make an application to the head teacher
in advance (as a parent the child normally lives with), or if there are
exceptional circumstances.

It's up to the head teacher how many days your child can be away from
school if leave is granted.

You can be fined for taking your child on holiday during term time
without the school's permission.

Help with getting your child to go
to school

School will discuss attendance problems with you and agree a plan to
improve your child's attendance. In west Cheshire this could be the
offer of a Team Around the Family (TAF). For more information about
TAF search "Team Around the Family’ on cheshirewestandchester.gov.uk

DID YOU KNOW

5 minutes late each day
10 minutes late each day =

School attendance information

If your child’s attendance is above 96% you are giving them the
opportunity to achieve and succeed.

Do you know...90% attendance means four whole weeks absence

from school. This means your child could struggle with their school
work.

If your child arrives late they may feel embarrassed,
struggle with class work and not be ready for the day.

Please ensure your child arrives to school on time every day.

If your child arrives after the register has 7 N
closed you could be issued with a fixed penalty
notice warning. This fine is up to £120 per child.

= 3 school days lost!
6.5 school days lost!

|
15 minutes late each day = 10 school days llos::‘|
20 minufes late each day = 13 school days l0ST:

_ hool days lost!
: te each day = 19 SC
30 minutes la ,
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Attendance Panel Meetings - Guidelines and Instructions.doc

Attendance



Panels



ATTENDANCE PANEL


AIM



The aim of the attendance panel is to improve school attendance for individual pupils in an efficient way.  The panel is designed as an early intervention tool supported by the school.  Where there is no improvement or failure to attend the panel the school may consider the issuing of a Fixed Penalty Notice and or other legal interventions.



OBJECTIVE



The objective is for parents/carers, school and other agencies where appropriate to come together and agree an action plan to support the improvement in attendance.  Such a plan may in some cases require adjustments to timetables, more commitment from parents, improved communication between home and school, signposting/or referral to other services or considering offering a TAF to build a team to support the whole family.  When health is cited as the reason for absence the parent/carer may be asked to provide medical evidence or the school may not authorise any further absences from school.  The plan will also include attendance targets for each pupil.  The plan requires commitment from all parties if it is to be successful.



WHO’S INVOLVED



There should always be at least one representative from the school who is in a position to make decisions on behalf of the Head Teacher, this maybe a Head of Year or House, a Learning Mentor or Pastoral Support Officer.



Parents/carers are expected to attend and pupils where it is felt appropriate. The pupil’s perspective of the situation has to be considered and can be captured using the ‘Voice of the Child’ tool.  


Some schools may wish to invite a governor who has responsibility for attendance to sit on the panel.



CRITERIA FOR SELECTION


As an early intervention tool, Attendance Panels are generally targeted at pupils with between 85% and 95% attendance.  A number of factors would be considered such as broken weeks, poor communication from parents/carers etc. 


The school will have sent letters of concern and/or contacted parent/carers, at least one of which should be from a senior member of staff.


PANEL PROCESS


The panel meeting should take place in an appropriate room with no interruptions, usually in the school.  .  


Where parents attend, an action plan will be agreed.  Should the parent/carers fail to attend the panel an action plan will be agreed in their absence.   Attendance targets will be agreed for all pupils.



FOLLOWING THE PANEL THE SCHOOL WILL:


· Ensure a copy of the Action Plan is sent to the parents/carers.


· Ensure the support offered at panel takes place.



· Refer to other agencies as agreed.



· Review the  attendance targets and make a decision as follows:


· No further action due to improved attendance or other change in circumstances.


· Offer a TAF



· Agree a Parenting Contract 


· Write to the parent/carers explaining the success/failure to improve and details of next steps if appropriate.



Please note all correspondence should have the school details, pupils’ full name, Date of Birth, and be personally addressed, i.e. not to ‘The Parent/Carer of ……………..’ 


[image: image1.png]
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ATTENDANCE PANEL INVITE LETTER











SCHOOL NAME/LOGO























Dear





Re:  Name of Pupil and Date of Birth





I am writing to you concerning ………..…….’s attendance at school, which stands at…..%.





As parents/carers we would like to invite you to meet with the Attendance Panel at school/other on………………………....at………… where we hope to be able to discuss any concerns or issues affecting your son/daughter’s attendance. The meeting will last approximately 15 minutes.





We look forward to your co-operation in this matter and if you have any questions please do not hesitate to contact the school on…………..…





Yours sincerely

















Headteacher/Principal/            				 


Deputy Headteacher



















Attendance Panel - Meeting Action Plan.doc

ATTENDANCE PANEL ACTION PLAN 


As a parent or carer, you have a legal responsibility for ensuring the regular school attendance of your child/children and failure to do so say may result in a fine of up to £2500.00 or up to 3 months in prison.



Please confirm that I have made you aware today of your legal responsibility and that you understand that legal action might be taken if attendance does not improve.                                                                                          
YES/ NO



			Attendance Panel Held on


			








			Name of Pupil


			








			Name of Parent (1)


			





			Address






			





			Attended


			Yes / No








			Name of Parent (2)


			





			Address






			





			Attended


			Yes / No








			Time of Appointment


			








			Comments





			








			Agreed Action





			








			% At Panel


			% 1st Review


			% 2nd Review


			% 3rd Review





			


			


			


			





			1st Review Held on


			








			Comments





			








			Agreed Action





			








			2nd Review Held on


			








			Comments





			








			Agreed Action





			








			3rd Review Held on


			








			Comments





			








			Agreed Action
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FAILED TO ATTEND PANEL











SCHOOL NAME/LOGO




















Dear





Re:  Name of Pupil and Date of Birth





Unfortunately you did not attend the Panel Meeting on…………………………... at…………………………..… to discuss…………….’s attendance.





Please find enclosed a copy of the Action Plan agreed in your absence.





……………..…..’s attendance is a concern and must improve over the coming weeks or the school may consider requesting a Fixed Penalty Notice.





If you wish to discuss this matter further please contact school on………….…..





Yours sincerely














Headteacher/Principal/                              			 


Deputy Headteacher





Enc
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ATTENDED PANEL











SCHOOL NAME/LOGO




















Dear





Re:  Name of Pupil and Date of Birth





Thank you for meeting with the Panel on ……………………………… to discuss……………....’s attendance.





Please find enclosed a copy of the Action Plan which we hope will encourage and support…..............................  The Action Plan will be reviewed in school over the coming weeks.





If you wish to discuss the Plan or have any questions please do not hesitate to contact school on…………………..…





Yours sincerely














Headteacher/Principal/                                          		                                                                   


Deputy Headteacher





Enc










Sample Medical Evidence Letter.docx

(Parent’s details) 








Dear (Name of Parent)





Name of Child:


D.O.B:


School:


						


We are concerned about your child’s poor attendance.  We met with you on (Date of meeting) /invited you to attend a meeting on (Date meeting was arranged for). 


It is the school’s responsibility to authorise all absences and we need to be sure that we receive a satisfactory reason for each absence.


Your child has a high level of absence due to illness.


We will be reluctant in future to authorise absence without proof of illness.  This can be in the form of:


· Copy of prescription relating to the illness


· A dated note from the GP’s receptionist confirming your visit to the GP


· A medical appointment card


· Evidence of medical prescribed by the GP





If you would like to discuss this matter with me then please contact the school office to make an appointment.  I have enclosed a copy of your child’s attendance certificate for your information.





Yours sincerely, 
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A Guide to Education Supervision Orders for Parents
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The Children Act 1989














Attending School - Education Supervision Order (E.S.O.)


[bookmark: gen]


General Information


· The Children's Act 1989 allows the Local Education Authority to apply for an Education Supervision Order on any child of compulsory school age, whom it is felt, is not being properly educated.


· An Education Supervision Order lasts for one year initially, but may be extended for up to three years on application.


· The Supervisor has a duty to advise, assist and befriend the child on whom the order has been made, and to offer support to his/her parents.


· The Supervisor will work in partnership with the child and his/her family to ensure that he/she receives an appropriate education.


· The wishes and feelings of the child must be taken into account whenever practicable.


[bookmark: why]Why is an Education Supervision Order imposed?


All children are required by law to attend the school at which they are registered and it is viewed very seriously if they do not do so. If a child refuses to attend a school regularly, the Local Education Authority could summon the child and parent before the Family Court and apply for an Education Supervision Order.


The application is heard in the Family Court which consists of local Magistrates who have the power to grant an Education Supervision Order.


If an order is granted, it will last for a period of 12 months and, on further application to the Family Court, could be extended up to 3 years.


Any child who is brought before the Family Court is entitled to seek the advice of a solicitor.


The parents may also seek legal advice on their own behalf.


Before an Order is made, the Court must be satisfied that making an education Supervision Order is in the best interest of the child.


[bookmark: what]What are the Requirements of an Education Supervision Order?


If an Education Supervision Order is made on a child, he/she will be required to:


· Attend a school regularly.


· Allow the Supervisor to visit him/her at the place where he/she is living.


· Meet with the Supervisor on a regular basis.


· Discuss with the Supervisor any problems which arise which could prevent him/her attending school.


· Keep to any reasonable instruction which the Supervisor may give.


· Notify the Supervising Officer of any change of address.


Throughout the period of the Order, parents retain parental responsibility for their child, and must continue to ensure that their child attend school regularly. They must also meet with the Supervisor on a regular basis, and allow the Supervisor reasonable contact with the child. They must co-operate with any strategies proposed by the Supervisor.


[bookmark: how]How will an Education Supervision Order be imposed


An Education Supervision Order is imposed when it is proved to the Court that a child is not being educated according to his age, ability and aptitude, taking into account any educational needs he/she may have. During the period of the Order, a review will be held at which the child, parent, supervisor, and member of the Education Welfare Service discusses whether the Order is working and what future plans need to be made.


If the Order is successful, and no extension is applied for, it will lapse after the 12 month period.


If a parent does not co-operate with the Supervisor in working within the requirements of the Order, the parent could be referred back to the Court. A fine of up to £2,500 could be imposed on the parent.


If a child does not co-operate with the Supervisor he/she can be referred back to the Court who could direct the Social Care and Health Department to become involved and consider applying for a higher order.
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A Guide to Education Supervision Orders - Pupils.docx

Education Supervision Orders (ESO)


A Guide for Pupils








 (
Why is an ESO being considered for me?
There are many reasons for an ESO to be considered, however they are only used when a school aged child is not attending school regularly. An ESO acknowledges that everyone (pupil, parents and school) involved is willing to make changes to ensure you attend school regularly. It is an alternative to parental prosecution and should always be seen as a positive process for all involved.
) (
What is an Education Supervision Order?
An Education Supervision Order is an order from court to ensure that you receive the education you deserve. It ensures that you and your parents are fully supported for you to attend school.
)





[image: C:\Users\Jenny\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\JDAVMOAB\MC900389206[1].wmf]
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What happens when an ESO
is
 considered?
Your
 Education 
Welfare Officer will 
discuss
 with you,
 
your
 parents and 
your
 school about 
the
 possibility of an
ESO before anything is decided. If it is agreed, the following process will happen:
)[image: C:\Users\Jenny\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\JDAVMOAB\MC900389206[1].wmf]

















 (
2. An ESO legal planning meeting will then be held to discuss the situation with a solicitor and to make sure everyone is happy with the draft directions. You and your parents will attend this meeting along with your EWO, someone from school and the senior EWO.
)











 (
3. EWO will then put the paperwork together and apply to the court for the ESO. A court date will be received soon after and you will be given a copy of the submitted paperwork.
)





 (
1. 
Your 
Supervisor
 will put together ‘draft 
   
directions’ which will form the outline of the ESO. There will be tasks for you, your parents, school and you EWO to stick to. This will ensure that everyone is doing what they said they would do to help you to attend school.
)




















Your 





 (
6. The situation will be reviewed at least every 3 months with school and your EWO. After 12 months the order is usually discharged if you are regularly attending school.
)


 (
5. If the order is granted, the ESO will usually be in place for 12 months. You must therefore keep to the tasks given to you on the directions.
)


 (
4. On the date given, you will attend family proceedings court (this is a private court room and is NOT a criminal court). There is an opportunity for you and your parents to talk about the situation. A decision will be made by the magistrates to grant the order or not.
)
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 (
W
hat if it doesn’t work?
It is always hoped that the Education Supervision Order will work, however sometimes, for different reasons they don’t work. If, for whatever reason, you do not begin to attend school regularly, your EWO will apply to return to court and the magistrates will decide on the next steps. It is really important that everyone sticks to the tasks in the directions and to contact the EWO if experiencing any problems.
)
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Blank ESO StatementWelfare Checklist.doc

I, >
, am employed by >

as a >

at >
. I am making this statement in support of the Local Education Authority’s application for an Education Supervision Order for >.


QUALIFICATIONS



EXPERIENCE



FAMILY STRUCTURE



INTRODUCTION



1.



2. etc



SUBJECT



4.



5. etc



FAMILY AND HOME BACKGROUND



7.



8.  etc



WORK ALREADY UNDERTAKEN



9.



10.  etc



WELFARE CHECK LIST



12.
There are a number of principles, which the Children Act 1989 requires the Court to consider before making an Order.




(a)  
Ascertainable wishes of the child




(b)
Physical, Emotional and Educational Needs


           (c)
The likely effect on……….. of any changes in his/her circumstances




(d)
Any harm which …………… has suffered or is at risk of suffering



(e)
How capable are his/her parents of meeting her/his needs


(f)
Age, sex, background and any characteristics of her/him which the Court consider relevant



(g)
The range of powers available to the Court under the Act in 


proceedings in question Sec 36 Education Supervision Order for one year; Schedule 3 Paragraph 16 Statutory directions; Sec 37 Direction that ocial Care investigate the circumstances of the child; No order


SUMMARY



12.



13.  etc



…………………………………



Position:
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ESO WELFARE CHECKLIST CONSIDERATION.docx

ESO WELFARE CHECK LIST CONSIDERATION








12.	There are a number of principles, which the Children Act 1989 requires the Court to consider before making an Order.





			(a) Ascertainable wishes of the child – 




















			(b) Physical, Emotional and Educational Needs – 

















			(c) The likely effect on >……….. of any changes in his/her circumstances

















			(d)	Any harm which >……… has suffered or is at risk of suffering


	














			(e)	How capable are his/her parents of meeting her/his needs

















			(f)	Age, sex, background and any characteristics of her/him which the


           Court consider relevant

















			(g)	The range of powers available to the Court under the Act in 


           proceedings in question Sec 36 Education Supervision Order for one 


           year; Schedule 3 Paragraph 16 Statutory directions; Sec 37 Direction that


[bookmark: _GoBack]           Social Care investigate the circumstances of the child; No order
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PARENTING CONTRACT



As a parent or carer, you have a legal responsibility for ensuring the regular school attendance of your child/children and failure to do so say may result in a fine of up to £2500.00 or up to 3 months in prison.



Please confirm that I have made you aware today of your legal responsibility and that you understand that legal action might be taken if attendance does not improve.                                                                                          YES/ NO



PERSONAL DETAILS:


			Name of Young Person


			


			D.O.B.


			





			School


			





			Year Group/Class


			








			Name of Young Person


			


			D.O.B.


			





			School


			





			Year Group/Class


			








Who has PR and who has day to day care?



Address where pupil resides:



			Name of Parent 1


			


			D.O.B.


			





			Address of Parent 1


			





			Parent 1 Contact Number


			





			Emergency Contact Number


			








			Name of Parent 2


			


			D.O.B.


			





			Address of Parent 2


			





			Parent 2 Contact Number


			





			Emergency Contact Number


			








EHCP: Yes/No; CP: Yes/No; CIN: Yes/No; TAF: Yes/No; FSM: Yes/No
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PARENTING CONTRACT AGREEMENT


Sometimes we are required to share information or request other information from other agencies.


Are you happy for this information to be shared?                                       YES/NO


The following has been agreed between the <name of school> and the parent Mr/s name of parent/parents 


(a) The School <name of school> has agreed to:


· E.g. Make sure that a member of staff contacts parents immediately if name of pupil is not at school when the register is taken;


· E.g. Be available after school if there is anything parents wish to discuss in person;


(b) The parent, <name of parent>, has agreed to:



· E.g. Let school know if there are any problems that might affect attendance;


· E.g. Contact school if is to be absent that day;


· E.g. Keep their mobile phone in working order and switched on;


· E.g. Inform school of a change in mobile phone number;


Is the child, <Name of child>, of an appropriate age to comply with any expectations set in this contract? Yes/No


If yes then parents agree to support the child in achieving the expectations set out on the accompanying appendix.


TARGET:


e.g. Over the next 2 / 4 / 6 weeks / half-term (whichever is most appropriate)


NB: A meeting can be requested, at any time, by any of the people concerned to discuss the agreement.  
An earlier review should be arranged if further difficulties or problems arise, or if it becomes clear that the target set above will not be met in the given timeframe.  Consideration should then be given to the drawing up of a new agreement or the implementation of additional strategies e.g. TAF process, referral to iART, legal process etc.


FURTHER REVIEW DATES:


This contract will run from ........................... until ...................... and the attendance will be monitored for a period of six months after this date.


· We will next meet on (date) ..................at (time) ....................... at (location)..............................


CONTRACT AGREEMENT


We agree to work together to meet the agreements set out in this parenting contract to help <name of pupil> attend school regularly and punctually and to behave well for the period of this contract.


Signed:



			


			Signature


			Date





			Parent(s)


			


			





			


			


			





			School


			


			








USEFUL CONTACT NUMBERS AND ADDRESSES:



			School Office


			


			





			Teacher/Headteacher


			


			





			Other Services 


			


			





			(e.g. School Nurse)


			


			





			(e.g. Social Workers)


			


			





			(e.g. Children's Centre)


			


			








APPENDIX 1


PUPIL'S AGREEMENT



NB: This appendix is only to be used where the pupil is of an appropriate age to comply with any expectations set out in this contract



(c) The pupil, (name of pupil), has agreed to:



· Let a teacher/member of school staff know if there are any problems that might affect attendance/behaviour;



· .


I agree to work with school and my parent(s) to meet the agreements set out in this parenting contract to help me attend school regularly and punctually and to behave well for the period of this contract (date) to (date).  



Signed:



			


			Signature


			Date





			Pupil


			


			








THE REASONS FOR THE PARENTING CONTRACT - Any issues or recent events that may have affected the ability to attend school:
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ESO WELFARE CHECK LIST CONSIDERATION





The Education Act 1996 states in Section 447— Education supervision orders.


(1)  Before instituting proceedings for an offence under section 443 or 444, a [local authority]1 shall consider whether it would be appropriate (instead of or as well as instituting the proceedings) to apply for an education supervision order with respect to the child.





In the EWS guidance, the requirement to do the ESO consideration is in the Attendance Guidance Flow Chart as a prerequisite to a request for a FPN. The Children Act 1989 requires the court to consider a number of principles when deciding to make an Order or not.





			(a) Ascertainable wishes of the child – 





‘Wishes and Feeling’ of the child should be included here, if not available state why not and what attempts have been made to attain the’ voice of the child’.








			(b)     Physical, Emotional and Educational Needs – 





Is the parent able to meet the pupil’s physical needs?


How is the pupil presented for school?


What is the parent’s view on Education?


What is the relationship between pupil and parent?


Does the pupil have additional educational needs and is the pupil able to access the curriculum?





Eg: Mrs Plant is able to and does meet John’s physical needs. John is smartly presented for school and is well looked after.  Mrs Plant wants John to receive his education.





John and Mrs Plant feel there are no usual relationship problems between them, although Mrs Plant says John can be stubborn.  Mrs Plant has difficulties parenting John. There are also problems with John going to bed and sleeping.  This leads to John having difficulties getting up in the morning.  





John has a good relationship with his father.  Mr Plant does not live in the family home, but plays an active part in John’s life and wants John to receive his education.  





John does not have any formal educational needs and is able to access the curriculum 








			(c) The likely effect on >……….. of any changes in his/her circumstances





Eg: Regular attendance at school will enable John to fulfil his educational potential.














			(d)	Any harm which >……… has suffered or is at risk of suffering


	


Eg: John is failing to receive a satisfactory level of full time education suitable to his age, ability and aptitude.  His educational needs are not being met.  It is imperative that John re-establishes a regular and sustained pattern of attendance to ensure success with his secondary education.  











			(e)	How capable are his/her parents of meeting her/his needs





Is the parent able to enforce the pupil’s regular attendance at school?


Is there evidence of the parent engaging with school? 


What evidence is there of parent not engaging school or other agencies?








			(f)	Age, sex, background and any characteristics of her/him which the


           Court consider relevant





Age, year group, gender.











			(g)	The range of powers available to the Court under the Act in 


           proceedings in question Sec 36 Education Supervision Order for one 


           year; Schedule 3 Paragraph 16 Statutory directions; Sec 37 Direction that


           Social Care investigate the circumstances of the child; (pre answered)
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Fixed Penalty Notice Warning Letter Check List (Irregular Attendance)





It should be noted that the FPN process is an alternative to a criminal prosecution and will result in legal proceedings should the notice not be paid. As such, it is of vital importance that all the information and documents requested are provided. The information and documents provided will form the case against the parent/carer should the case proceed to a prosecution.





Name of Pupil: ………………………………………………   Date of Birth: ……….............


Address: …………………………………………………………………………………………….





……………………………………………………………………………………………………….. 





School: ………………………………………………       Year group: …………………





1. Who has parental responsibility over the pupil?


 


Name of Parents/Carers (please give first name as well as surname):





…………………………………………………………………………………………………...…





Name of other person/s with parental responsibility (please give first name as well as surname):  





……………………………………………………………………………………………………...





Address: …………………………………………………………………………………………………..





……………………………………………………………………………………………………………….





Person who has day to day care if different: ………………………………………………………. 





2. Has the parent named in response to question 1 received a Fixed Penalty Notice this academic year for Holiday/Irregular attendance? 





Yes		No 	








3: Does the parent/carer have any literacy issues? 





4. Does the pupil have any statement of Special Educational Needs? 





5. Does the pupil have a Disability under the Equality Act 2010? 





6. Is the pupil on Pupil Premium?





7. What is known of the pupil’s personal circumstances?


 


8. Are there any exceptional circumstances that the Council should be aware of? (other agencies, bereavement, eviction etc) 





9. Has the Cheshire West and Chester BC Code of Conduct been considered? 





10. What contact has there been with the parent/carer in relation to the absences? 





11. What contact has there been from the parent/carer to school in relation to the absences?





12. Has a trauma informed assessment taken place with the child and their family? Yes/No





13. If Yes, has the impact of trauma been considered as part of the decision making and planning for this child?





Please tick actions taken by school (this is evidence that will be requested if there is later legal action)


	


			


			   Letter to parent advising of irregular attendance   





			


			   Letter of invite to attend meeting in school/Letter of invite to Attendance Panel





			


			   Minutes of Meeting/Attendance Panel





			


			   ESO consideration (see below)   








	








Name of Referrer: 


Role in School: 						


Date: 


    							


For Office Use


Number of unauthorised absences:





Unauthorised absences between:		 and 





Fifteen days from:





DATE OF 15 DAY DEADLINE : ………………………………………..





Name of EWO: 		       Since:                            Tel No:





Universal:		TAF:			CIN:			CP:














DATE OF 15-DAY DEADLINE: ………………………………………………………..
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ESO WELFARE CHECK LIST CONSIDERATION







Pupil Name and DOB: -







The Education Act 1996 states in Section 447— Education supervision orders.



(1)  Before instituting proceedings for an offence under section 443 or 444, a [local authority]1 shall consider whether it would be appropriate (instead of or as well as instituting the proceedings) to apply for an education supervision order with respect to the child.







In the EWS guidance, the requirement to do the ESO consideration is in the Attendance Guidance Flow Chart as a prerequisite to a request for a FPN. The Children Act 1989 requires the court to consider a number of principles when deciding to make an Order or not.







				(a) Ascertainable wishes of the child – 







‘Wishes and Feeling’ of the child should be included here, if not available state why not and what attempts have been made to attain the’ voice of the child’.











				(b)     Physical, Emotional and Educational Needs – 







Is the parent able to meet the pupil’s physical needs?



How is the pupil presented for school?



What is the parent’s view on Education?



What is the relationship between pupil and parent?



Does the pupil have additional educational needs and is the pupil able to access the curriculum?







Eg: Mrs Plant is able to and does meet John’s physical needs. John is smartly presented for school and is well looked after.  Mrs Plant wants John to receive his education.







John and Mrs Plant feel there are no usual relationship problems between them, although Mrs Plant says John can be stubborn.  Mrs Plant has difficulties parenting John. There are also problems with John going to bed and sleeping.  This leads to John having difficulties getting up in the morning.  







John has a good relationship with his father.  Mr Plant does not live in the family home, but plays an active part in John’s life and wants John to receive his education.  







John does not have any formal educational needs and is able to access the curriculum 











				(c) The likely effect on >……….. of any changes in his/her circumstances







Eg: Regular attendance at school will enable John to fulfil his educational potential.











				(d)	Any harm which >……… has suffered or is at risk of suffering



	



Eg: John is failing to receive a satisfactory level of full time education suitable to his age, ability and aptitude.  His educational needs are not being met.  It is imperative that John re-establishes a regular and sustained pattern of attendance to ensure success with his secondary education.  















				(e)	How capable are his/her parents of meeting her/his needs







Is the parent able to enforce the pupil’s regular attendance at school?



Is there evidence of the parent engaging with school? 



What evidence is there of parent not engaging school or other agencies?











				(f)	Age, sex, background and any characteristics of her/him which the



           Court consider relevant







Age, year group, gender.















				(g)	The range of powers available to the Court under the Act in 



           proceedings in question Sec 36 Education Supervision Order for one 



           year; Schedule 3 Paragraph 16 Statutory directions; Sec 37 Direction that



           Social Care investigate the circumstances of the child; (pre answered)
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Blank Head Teachers certificate.doc

CHESHIRE WEST AND CHESTER COUNCIL


I,>
, the Head Teacher of >, do hereby certify as follows:



1.
>
is a registered pupil at the said school.



2.
The school registered date of birth is the > 
day of >




3.
The said pupil did between the >
day of >
20> and the > day of > 20>
attend the said school > times and did not attend the said school > times when the said school was open for instruction.



4.
Total possible attendances during this period > sessions


5.
Percentage attendance during this period %.









Signed………………………………….









Date…………………………………….




FIRST WARNING LETTER - Sample Letter.doc

			FIRST WARNING LETTER


			(School Address)








			(Parent’s Address)





			











			our reference


			your reference:


			please ask for: (Key contact in school)


			date:








			


			


			





			


			


			





			


			








Dear (Name of Parent – Separate letter needed for each Parent who has day to day responsibility)


NAME:   





DATE OF BIRTH:  


SCHOOL:  


FIRST WARNING


I am writing to you because my attention has been drawn to (Child’s name) irregular attendance at school.  According to the class register, since (Date of first absence), (Child’s name) has been marked absent for (   ) sessions, of which (    ) were authorised and (   ) were unauthorised.  (Child’s name) has completed (  ) full weeks in school, out of a possible (  ) weeks.  A copy of the attendance register is enclosed.


 Such attendance is not acceptable and I must remind you that S.444, Education Act 1996 requires you to make sure that your child comes to school, on time, every time the school is open.  I am writing this letter to give you an opportunity to make sure that from now on and in future, your child attends school regularly.



Failure to do so may result in the Local Authority taking one of the following actions:



(A)
Initiating legal proceedings in the Magistrates Court under S.444 (1) Education




Act 1996.  If convicted under this section, you may be fined up to £1000.



(B)
Initiating legal proceedings in the Magistrates Court under S.444 (1A) Education




Act 1996.  If convicted of this offence you may be fined up to £2,500 or be sent to




prison for up to 3 months or both.




I now look forward to your co-operation in ensuring an immediate and sustained improvement in your child’s school attendance.



If you wish to discuss this matter further or you require any help, please do not hesitate to contact (School or named person) at the above address.


Yours sincerely




Attendance Planning Meeting Invite Letter.doc

			


			





			     


     


     


     


     


     





			








Date 

                      


Dear


ATTENDANCE PLANNING MEETING



NAME:   

      
DATE OF BIRTH: 


As there has been no improvement in                   ‘s school attendance, you and             your son/daughter are requested to attend an Attendance Planning Meeting at (time)  on  (date), at  (venue).                       .


It is extremely important that you attend this meeting, as                     ’s attendance record is so poor that we now have to consider whether legal proceedings should be investigated.



The meeting will give you the opportunity to discuss your views with the senior leadership team.


Yours sincerely                                    




Attendance Planning Meeting - Reply Slip.doc

TO:




FROM: _________________________________________



ATTENDANCE PLANNING MEETING



RE:  
DOB:  


REGISTERED PUPIL AT     SCHOOL


DATE AND VENUE:  


I *will/will not be sending a representative to the above meeting.



*(Please delete as appropriate)



Written reports attached
Yes

No   (please indicate)



Signed: _____________________________   Date _________________



_________________________________________________________________________


If you have difficulty making contact



please phone 01244 602424



Website: www.cheshire.gov.uk


_________________________________________________________________________


If you have difficulty making contact



please phone 0151 357 6876



Website: www.cheshire.gov.uk
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CONFIDENTIAL


ATTENDANCE PLANNING MEETING



HELD ON 


AT: 



RE:                                             DOB: 


REGISTERED PUPIL AT:                    YR 


CURRENT ATTENDANCE RECORD: 


(Record of attendance attached)



			Present:


			NAME


			AGENCY





			


			


			





			


			


			





			


			


			





			


			


			





			


			


			





			


			


			





			


			


			





			


			


			





			


			


			





			


			


			








			Also invited but did not attend:


			


			





			


			


			





			


			


			





			


			


			





			


			


			





			


			


			








			Apologies:


			


			





			


			


			





			


			


			





			


			


			





			


			


			





			


			


			








.



INFORMATION PROVIDED BY SCHOOL 


Response:


INFORMATION PROVIDED BY HEALTH AGENCIES



Response:


INFORMATION PROVIDED BY OTHER AGENCIES


Response:



INFORMATION PROVIDED BY PARENT/CARER


Response:



INFORMATION PROVIDED BY CHILD



Response:


SUMMARY


ACTION AGREED



REVIEW DATE AND TIME: …………………………………………………………….




FINAL WARNING LETTER - Sample.doc

			FINAL WARNING


(Parent’s name and address)


			(School address)





			


			











			our reference


			your reference:


			please ask for: (Named contact in school)


			date:





			


			


			 





			


			





			


			








Dear (Name of Parent – separate letter needed for each Parent who has day  



to day responsibility)


NAME:    
DOB: 


SCHOOL:  


FINAL WARNING



On (Date First Warning Letter was sent), we wrote to you concerning the irregular attendance at school of your son/daughter.



Unfortunately, I now have to contact you again as (Child’s Name) has continued to be absent from school over the last (   ) weeks.


Obviously such a record is not acceptable and I now have to warn you that unless there is an immediate improvement in (Child’s Name) school attendance, the school will have no option but to refer the case to the Local Authority who will instigate one of the following options:



(A) Initiating legal proceedings in the Magistrates Court under S.444(1) Education Act 1996.  If convicted under this section you may be fined up to £1000.


(B)
Initiating legal proceedings in the Magistrates Court under S.444(1A) 
Education Act 1996. If convicted of this offence you may be fined up to 
£2,500 or be sent to prison for up to 3 months or both.


Yours sincerely                                       
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Welfare Service for more intense support.
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