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1. Important contacts

Role/organisation

Name

Contact details

Assistant Headteacher:
Attendance

Dave Mountford

<<01142322338>>

<<dmountford@chaucer.sheffield.sch.uk>>

Designated Safeguarding
Lead

Emmeline Scott

<<01142322338>>

<<escott@chaucer.sheffield.sch.uk>>

Special Educational Needs
Coordinator

Ashlea Jackson

<<01142322338>>

<<ajackson@chaucer.sheffield.sch.uk>>

Local Authority Designated
Officer (LADO)

Andrew Adedoyin

0114 273 4850
LADO@sheffield.gcsx.gov.uk

Chair of Governors

Co-Chairs are:

Susie Lupton
Jonathan Buckley
Stuart Riley

slupton@taptontrust.org

ibuckley@taptontrust.org

sriley@taptontrust.org

Local Authority Attendance
Team

sheffieldinclusion&attendance@sheffield.gov.uk

Advice around general
illness

http://sybhealthiertogether.nhs.uk/

Sheffield Safeguarding Hub

0114 273 4855

West FIS Team

0114 250 6865

North FIS Team

01142331189

East FIS Team

0114 205 3635

2. Aims

This policy aims to show our commitment to meeting our obligations with regards to school attendance, including
those laid out in the Department for Education’s (DfE’s) statutory guidance on working together to improve school
attendance (applies from 19 August 2024), through our whole-school culture and ethos that values good

attendance, including:

> Setting high expectations for the attendance and punctuality of all pupils
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We will also promote and support punctuality in attending lessons.

3. Legislation and guidance

Reducing absence, including persistent and severe absence

Acting early to address patterns of absence

Promoting good attendance and the benefits of good attendance

Ensuring every pupil has access to the full-time education to which they are entitled

Building strong relationships with families to make sure pupils have the support in place to attend school

This policy is based on the Department for Education’s (DfE’s) statutory guidance on working together to improve
school attendance (applies from 19 August 2024) and school attendance parental responsibility measures. The

guidance is based on the following pieces of legislation, which set out the legal powers and duties that govern school

attendance:

2 Part 6 of the Education Act 1996

2 Part 3 of the Education Act 2002
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? Part 7 of the Education and Inspections Act 2006

? The Education (Pupil Registration) (England) Regulations 2006 (and 2010, 2011, 2013, and 2016 amendments)

? The School Attendance (Pupil Registration) (England) Regulations 2024

? The Education (Penalty Notices) (England) (Amendment) Regulations 2013 and the 2024 amendment

It also refers to:
? School census guidance

> Keeping Children Safe in Education

? Mental health issues affecting a pupil's attendance: guidance for schools

4. Roles and responsibilities

4.1 The local authority

The local authority is responsible for:

> Rigorously tracking local attendance data to devise a strategic approach to attendance that prioritises the
pupils, pupil cohorts and schools on which to provide support and focus its efforts on to unblock area wide
barriers to attendance.

> Having a School Attendance Support Team which provides the following core functions free of charge to all
schools (regardless of type):

?  Communication and advice: regularly bringing schools and multi agencies together to communicate messages,
provide advice and share best practice between schools and trusts within the area. Clarity around what the
school should have already offered at the point at which the LEA will become involved. Provide a named point
of contact.

> Targeting Support Meetings: holding termly conversations with schools, using their attendance data to identify
pupils and cohorts at risk of poor attendance and agree targeted actions (possibly involving LEA) and access to
services for those pupils.

b Multi-disciplinary support for families: providing access to early help support workers to work intensively with
families to provide practical whole-family support where needed to tackle the causes of absenteeism and
unblock the barriers to attendance. Schools and LEAs are also specifically expected to have agreed a joint
approach for all severely absent pupils (Those with absence 50% plus).

> Legal intervention: Where voluntary support measures have been unsuccessful or engaged with, the LEA
Attendance Support Team should liaise with the school and the early help lead practitioner to take forward
attendance legal intervention (using the full range of parental responsibility measures). This may be in the form
of an Education Supervision order, Fixed Penalty fine or court action.

> Monitoring and improving the attendance of children with a social worker through their Virtual School.
Providing training for the lead teacher for Looked after or Previously Looked After children.

> Ensuring that all children in need or those with a Child Protection have a formal plan of support for their

attendance.

4.2 The governing board
The governing board is responsible for:
> Setting high expectations of all school leaders, staff, pupils and parents

> Making sure school leaders fulfil expectations and statutory duties, including:

o Making sure the school records attendance accurately in the register, and shares the required
information with the DfE and local authority

o Making sure the school works effectively with local partners to help remove barriers to attendance,
and keeps them informed regarding specific pupils, where appropriate

> Recognising and promoting the importance of school attendance across the school’s policies and ethos
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>

Making sure the school’s attendance management processes are delivered effectively, and that consistent
support is provided for pupils who need it most by prioritising staff and resources

Making sure the school has high aspirations for all pupils, but adapts processes and support to pupils’ individual
needs

Regularly reviewing and challenging attendance data and helping school leaders focus improvement efforts on
individual pupils or cohorts who need it most

Working with school leaders to set goals or areas of focus for attendance and providing support and challenge

Monitoring attendance figures for the whole school and repeatedly evaluating the effectiveness of the school’s
processes and improvement efforts to make sure they are meeting pupils needs

Where the school is struggling with attendance, working with school leaders to develop a comprehensive action
plan to improve attendance

Making sure all staff receive adequate training on attendance as part of the regular continued professional
development offer, so that staff understand:

o The importance of good attendance
o That absence is almost always a symptom of wider issues
o The school’s legal requirements for keeping registers

o The school’s strategies and procedures for tracking, following up on and improving attendance,
including working with partners and keeping them informed regarding specific pupils, where
appropriate

> Making sure dedicated training is provided to staff with a specific attendance function in their role, including
in interpreting and analysing attendance data

The trust has an Attendance Network Committee in order to facilitate improvements in attendance and ensure
staff are kept up to date with best practice. by Academy trust local governing boards only: Sharing effective
practice on attendance management and improvement across schools

Holding the headteacher to account for the implementation of this policy

The school’s attendance governor is Jenny Sutton. She meets at least termly with SLT Attendance Lead, prior to
Inclusion sub-committee so she can report back to other governors.

4.2 The headteacher
The headteacher is responsible for:

>
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The implementation of this policy at the school

Monitoring school-level absence data and reporting it to governors

Supporting staff with monitoring the attendance of individual pupils

Monitoring the impact of any implemented attendance strategies

Issuing fixed-penalty notices, where necessary, and/or authorising Attendance Lead, Tim Edge to be able to do so

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

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

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

4.3 The designated senior leader responsible for attendance
The designated senior leader is responsible for:

>
>

Leading, championing and improving attendance across the school

Setting a clear vision for improving and maintaining good attendance



Evaluating and monitoring expectations and processes
Having a strong grasp of absence data and oversight of absence data analysis

Regularly monitoring and evaluating progress in attendance
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Establishing and maintaining effective systems for tackling absence, and making sure they are followed by all
staff

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

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

WOON N

Creating intervention or reintegration plans in partnership with pupils and their parents/carers
> Delivering targeted intervention and support to pupils and families

The designated senior leader responsible for attendance is Dave Mountford and can be contacted via 01142322338
and/or dmountford@chaucer.sheffield.sch.uk.

4.4 The school attendance officer
The school attendance officer is responsible for:
> Monitoring and analysing attendance data (see section 7)

> Benchmarking attendance data to identify areas of focus for improvement

> Providing regular attendance reports to school staff and reporting concerns about attendance to the designated
senior leader responsible for attendance, and the headteacher

> Working with education welfare officers to tackle persistent absence

> Advising the headteacher/Attendance Lead: Tim Edge (authorised by the headteacher) when to issue fixed-
penalty notices

The attendance officer is Dawn Ripley and can be contacted via 01142322338 or dripley@chaucer.sheffield.sch.uk.

4.5 Class teachers/form tutors

Class teachers/form tutors are responsible for recording attendance for both morning and afternoon sessions on a
daily basis, using the correct codes (see Appendix 1), and submitting this information to the school office. This should
be completed for the morning session no later than 8.50, and for the afternoon session, no later than 1pm.

4.6 School admin/office staff
School admin/office staff will:
2 Take calls from parents/carers about absence on a day-to-day basis and record it on the school system

2 Transfer calls from parents/carers to the attendance team where appropriate, in order to provide them with
more detailed support on attendance. The attendance team will inform pastoral staff such as year leaders and
engagement leaders where necessary.

4.7 Parents

Where this policy refers to a parent, it refers to the adult the school and/or local authority decides is most
appropriate to work with, including:

2 All natural parents, whether they are married or not

2 All those who have parental responsibility for a child or young person
? Those who have day-to-day responsibility for the child (i.e. lives with and looks after them)

Parents are expected to:
2 Make sure their child attends every day on time

2 call or email the school to report their child’s absence before 8.15 am on the day of the absence and advise
when they are expected to return. If the absence goes on longer than was originally stated, it is expected that
the parent will inform the school of this.

2 Provide the school with more than 1 emergency contact number for their child



? Ensure that, where possible, appointments for their child are made outside of the school day
? Keep to any attendance contracts that they make with the school and/or local authority

> Seek support, where necessary, for maintaining good attendance, by contacting Tim Edge: Attendance Lead, who
can be contacted via 0114 232 2338 and/or tedge@chaucer.sheffield.sch.uk

4.8 Pupils
Pupils are expected to:
> Attend school every day, on time

? Attend every timetabled session, on time



5. Recording attendance

5.1 Attendance register
We will keep an electronic attendance register, and place all pupils onto this register.

We will take our attendance register at the start of the first session of each school day and once during the second
session. It will mark, using the appropriate national attendance and absence codes from the School Attendance
(Pupil Registration) (England) Regulations 2024, whether every pupil is:

> Present
> Attending an approved off-site educational activity
? Absent
? Unable to attend due to exceptional circumstances

Any amendment to the attendance register will include:
2 The original entry

> The amended entry

? The reason for the amendment

? The date on which the amendment was made

? The name and position of the person who made the amendment

See Appendix 1 for the DfE attendance codes.
We will also record:
2 Whether the absence is authorised or not

2 The nature of the activity, where a pupil is attending an approved educational activity
2 The nature of circumstances, where a pupil is unable to attend due to exceptional circumstances

We will keep every entry on the attendance register for 6 years after the date on which the entry was made.
The school day starts at 8.30am and ends at 3.00pm.

Pupils must arrive in school by 8.30am on each school day.

The register for the first session will be taken at 8.30am and will be kept open until 9am.

5.2 Unplanned and unauthorised absence

The pupil’s parent must notify the school of the reason for the absence on the first day of an unplanned absence by
8.15am, or as soon as practically possible, by calling the school admin/office staff of the Attendance Team, who can
be contacted via 01142322338 or enquiries@chaucer.sheffield.sch.uk ; attendance@chaucer.sheffield.sch.uk.
Parents can telephone and speak to a colleague, leave a voicemail or email details of the absence.

We will mark absence due to physical or mental illness as authorised, unless the school has a genuine concern about
the authenticity of the illness.

Where the absence is longer than 5 days, or there are doubts about the authenticity of the illness, the school will ask
for medical evidence, such as a doctor’s note, prescription, appointment card or other appropriate form of evidence.
We will not ask for medical evidence unnecessarily.

If the school is not satisfied about the authenticity of the illness, the absence will be recorded as unauthorised, and
parents will be notified of this in advance.

5.3 Historical non-attendance

The school will continue to work with families where a child’s historical attendance has been below expectations. In
deciding this, the school will consider the following:

?  The reasons for historical non-attendance

> The previous actions taken by the school and the resulting engagement from the pupil and family


mailto:enquiries@chaucer.sheffield.sch.uk

5.4 Planned absence

Attending a medical or dental appointment will be counted as authorised as long as the pupil’s parent notifies the
school in advance of the appointment.

The parent or child should bring the appointment card or letter detailing the date and time of the appointment to
the main school office. An emailed photograph is also acceptable and should be sent to
attendance@chaucer.sheffield.sch.uk.

However, we encourage parents to make medical and dental appointments out of school hours where possible.
Where this is not possible, the pupil should be out of school for the minimum amount of time necessary.

The pupil’s parent must also apply for other types of term-time absence as far in advance as possible of the
requested absence. Go to section 5 to find out which term-time absences the school can authorise.

5.5 Lateness and punctuality
A pupil who arrives late:

? Before the register has closed, between the times of 8.32 and 9.00, will be marked as late, using the appropriate
code (L)

2 After the register has closed will be marked as absent, using the appropriate code (U).

The school analyses attendance data on a daily basis and any students with 2 late marks or U codes in a week will
receive a detention. Ongoing issues with punctuality will be dealt with by the Attendance Team who will set up a
meeting with parents to discuss the steps that need to be taken to ensure their child attends on time. This also applies
when repeated U codes are entered as the school has statutory requirement to put next steps in place if 10 sessions
of unauthorised absence occur within a 10-week period.

5.6 Following up unexplained absence

Where any pupil we expect to attend school does not attend, or stops attending, without reason, the school will:

> callor message the pupil’s parent on the morning of the first day of unexplained absence to ascertain the
reason. If the school cannot reach any of the pupil’s emergency contacts, the school may for example: conduct
home visits, alert the local authority attendance and / or safeguarding team or contact police

> Identify whether the absence is approved or not

> Identify the correct attendance code to use and input it as soon as the reason for absence is ascertained — this
will be no later than 5 working days after the session(s) for which the pupil was absent

2 callor message the parent on each day that the absence continues without explanation, to make sure proper
safeguarding action is taken where necessary. If absence continues, the school will consider involving an
education welfare officers, who will conduct home visits following 3 days of non-attendance with no contact

? Where relevant, report the unexplained absence to the pupil’s youth offending team officer

> Where appropriate, offer support to the pupil and/or their parents to improve attendance. An offer of support
will be made if a child has 3 separate absences in a 10-week period or has two absences that total six sessions
missed.

> Identify whether the pupil needs support from wider partners, as quickly as possible, and make the necessary
referrals

> Where support is not appropriate, not successful, or not engaged with: the school will work with the local
authority to issue a notice to improve, penalty notice or other legal intervention (see Appendix 2 below), as
appropriate

5.7 Reporting to parents

The school will regularly inform parents (see definition of ‘parent’, as used in this policy, in section 3.7 above) about
their child’s attendance and absence levels Parents can check attendance daily, if parents have signed up to MCAS.
The school will report attendance to parents on a minimum of 4 occasions per a year at intervals no longer than a
10-week period.



6. Authorised and unauthorised absence

6.1 Approval for term-time absence
The headteacher will allow pupils to be absent from the school site for certain educational activities, or to attend
other schools or settings.
The headteacher will only grant a leave of absence to a pupil during term time if the request meets the specific
circumstances set out in the 2024 school attendance regulations. These circumstances are:

> Taking part in a regulated performance, or regulated employment abroad

> Attending an interview

> Study leave

> A temporary, time-limited part-time timetable
> Exceptional circumstances

A leave of absence is granted at the headteacher’s discretion, including the length of time the pupil is authorised to
be absent for.

We define ‘exceptional circumstances’ as a serious family emergency, such as bereavement.

Leave of absence will not be granted for a pupil to take part in protest activity during school hours.

As a leave of absence will only be granted in exceptional circumstances, it is unlikely a leave of absence will be
granted for the purposes of a family holiday.

The school considers each application for term-time absence individually, taking into account the specific facts,
circumstances and relevant background context behind the request.

Any request should be submitted as soon as it is anticipated and, where possible, at least 2 weeks before the
absence, and in accordance with any leave of absence request form, accessible via the school website or main office.
The headteacher may require evidence to support any request for leave of absence. Any request will be on a case by
case basis and will be communicated to the parent after the initial request is made.

Other valid reasons for authorised absence include (but are not limited to):

2 lliness (including mental-health illness) and medical/dental appointments (see sections 4.2 and 4.3 for more
detail)

> Religious observance — where the day is exclusively set apart for religious observance by the religious body to
which the pupil’s parent(s) belong(s). If necessary, the school will seek advice from the parent’s religious body to
confirm whether the day is set apart

> Parent(s) travelling for occupational purposes — this covers Roma, English and Welsh gypsies, Irish and Scottish
travellers, showmen (fairground people) and circus people, bargees (occupational boat dwellers) and new
travellers. Absence may be authorised only when a traveller family is known to be travelling for occupational
purposes and has agreed this with the school, but it is not known whether the pupil is attending educational
provision

? Ifthe pupil is currently suspended or excluded from school (and no alternative provision has been made)

Other reasons the school may allow a pupil to be absent from the school site, which are not classified as absences,
include (but are not limited to):

> Attending an offsite approved educational activity, sporting activity or visit or trip arranged by the school
Attending another school at which the pupil is also registered (dual registration)
Attending provision arranged by the local authority

Attending work experience
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If there is any other unavoidable cause for the pupil not to attend school, such as disruption to travel caused by
an emergency, a lack of access arrangements, or because the school premises are closed

6.2 Reducing persistent and severe absence
A pupil is classified as a ‘persistent absentee’ if their attendance drops below 90%. Absence at this level can cause
considerable damage to a pupil’s educational prospects and we want to ensure that by working together with

10
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parents/carers, good attendance can be maintained. The school will monitor all absence thoroughly and any pupils
who have dropped to become persistently or severely absent will be monitored. The school will:

Be contacted by the Attendance Team to discuss the concerns regarding the absences

Receive a letter home with a registration certificate informing the parent/carer of the current attendance

Be requested to attend a meeting with either the Head of Year; Attendance & Behaviour Manager; member
of the Senior Leadership Team

Be informed of the procedures and next steps if attendance does not improve

Receive a home visit from our Community Engagement and Family Support Officer who will complete our
Attendance Response Action form

Work with the LEA to formulate a plan to overcome the barriers to attending school
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A pupil is severely absent if their attendance is 50% or less. As these pupils face more barriers to being in school,
the child and parents/carers will be supported by the Local Authority’s Attendance Support Team. This will ensure
more intensive support across a range of partners. A concerted effort is needed across all partners to make this
group a top priority for support. We will sensitively consider the reasons for absence and ensure all parties
understand school is a place of safety and support for children who may be facing difficulties.

6.3 Sanctions

Our school will make use of the full range of potential sanctions — including, but not limited to, those listed below —

to tackle poor attendance. Decisions will be made on an individual, case-by-case basis.

Penalty notices

The headteacher (or someone authorised by them), local authority or the police can fine parents for the

unauthorised absence of their child from school, where the child is of compulsory school age, by issuing a penalty

notice.

If the school issues a penalty notice, it will check with the local authority before doing so, and send it a copy of any

penalty notice issued.

Before issuing a penalty notice, the school will consider the individual case, including:

2 Whether the national threshold for considering a penalty notice has been met (10 sessions of unauthorised
absence in a rolling period of 10 school weeks)

? Whether a penalty notice is the best available tool to improve attendance for that pupil

2 Whether further support, a notice to improve or another legal intervention would be a more appropriate
solution

2 Whether any obligations that the school has under the Equality Act 2010 make issuing a penalty notice
inappropriate

Each parent who is liable for the pupil’s offence(s) can be issued with a penalty notice, but this will usually only be
the parent/parents who allowed the absence.

The payment must be made directly to the local authority, regardless of who issues the notice. If the payment has
not been made after 28 days, the local authority can decide whether to prosecute or withdraw the notice.

If issued with a first penalty notice, the parent must pay £80 within 21 days, or £160 within 28 days.

If a second penalty notice is issued to the same parent in respect of the same pupil, the parent must pay £160 if paid
within 28 days.

A third penalty notice cannot be issued to the same parent in respect of the same child within 3 years of the date of
the issue of the first penalty notice. In a case where the national threshold is met for a third time within those 3
years, alternative action will be taken instead.

A penalty notice may also be issued where parents allow their child to be present in a public place during school
hours without reasonable justification, during the first 5 days of a suspension or exclusion (where the school has
notified the parents that the pupil must not be present in a public place on that day). These penalty notices are not
included in the National Framework, not subject to the same considerations about support being provided, and do
not count towards the limit as part of the escalation process.

In these cases, the parent must pay £60 within 21 days, or £120.
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Notices to improve

If the national threshold has been met and support is appropriate, but parents do not engage with offers of support,
the school may offer a notice to improve to give parents a final chance to engage with support.

Notices to improve will be issued in line with processes set out in the local code of conduct for the local authority
area in which the pupil attends school.
They will include:

2 Details of the pupil’s attendance record and of the offences

? The benefits of regular attendance and the duty of parents under section 7 of the Education Act 1996

2 Details of the support provided so far
> Opportunities for further support, or to access previously provided support that was not engaged with

? Aclear warning that a penalty notice may be issued if attendance doesn’t improve within the improvement
period, along with details of what sufficient improvement looks like, which will be decided on a case-by-case
basis

2 Aclear timeframe of between 3 and 6 weeks for the improvement period

> The grounds on which a penalty notice may be issued before the end of the improvement period

7. Strategies for promoting good attendance

7.1 Identifying barriers and celebrating good attendance

Students are made aware of the importance of good attendance through a weekly registration session that shares
individual, form and year group attendance. Assemblies regularly reinforce this message by looking at the impact
attendance has on attainment and progress, using both school and national data. Parents are also informed of this via
letter on at least 4 occasions per year. The letters have useful, easy to understand graphics that show how attendance
at various levels affects achievement. Form and year group rewards are linked to attendance and there are regular
competitions and spot prizes given for good or improving attendance. Students are also given attendance certificates
for outstanding, good or improving attendance at 4 points across the year. There are attendance posters on display
throughout the school. When attendance causes a concern, informal monitoring will take place initially, with a step
up to formal if the desired improvements are not made. In conjunction with the local authority, the school may use
attendance contracts for a period of 4-6 six weeks as a maximum before moving to legal sanction should this fail

7.2 Strategies we will use to promote whole school attendance

12
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8. Supporting pupils who are absent or returning to school

8.1/ 8.2 Identifying the barriers and pupils absent due to complex barriers to attendance

We are committed to working with all families to remove barriers to attendance, no matter how complex. We have a
highly skilled attendance lead with a pastoral background who fosters excellent relationships with families, and he will
initially meet with families whose child has attendance issues to identify barriers and look to overcome them. With
complex cases, he will leverage in support from colleagues within school to support as necessary. The school works
closely with external agencies such as FIS, the local authority and social care to provide wrap around support for the
families who need it. We co-construct plans with clear goals and milestones that clearly show a route to better
attendance for the child. We make sure rewards are issued when the milestones are met. All pastoral staff are trained
in the identification of EBSA and we have such as time out passes, time with connected adults and timetable changes
to reduce anxiety. These strategies are regularly monitored to evaluate their success.

8.3 Pupils absent due to mental or physical ill health or SEND

Once we are in receipt of medical evidence that states that a child is unfit to attend school for a period in excess of
15 days, we will contact the local authority for them to undertake their statutory duty to provide an alternative
provision. For students with suspected EBSA, we will use our trained staff to support a return to school by identifying
and addressing issues that are causing specific anxiety. We will put in reasonable adjustments to accommodate any
child with specific health needs, including risk assessments and care plans, in order to facilitate a swift return to
school. All students with SEND have engagement plans which are shared with staff and updated regularly to ensure
needs are met. If a student on an EHCP is failing to attend school regularly enough, we will call emergency reviews
and amend the plan as necessary in discussion with parents and other professionals. Where a pupil has an education
health and care (EHC) plan and their attendance falls, or the school becomes aware of barriers to attendance that
related to the pupil’s needs, the school will inform the local authority.

8.4 Pupils returning to school after a lengthy or unavoidable period of absence

During the period of absence up to 15 days, providing it is authorised and an exceptional circumstance e.g the child is
recovering from a medical procedure, we will look to provide the child with work so they do not fall behind, if the
parent requests it. Any return to school will be facilitated by the child’s year team, in consultation with the Attendance
Team and SLT. Discussions with parents and the child will take place and we will look to address any concerns. If the
return needs to be facilitated through the creation of a risk assessment or care plan, we will ensure this is done in a
timely manner. We will consider, where appropriate, the use of reduced timetables and /or internal AP in order to
facilitate a successful phased return for the child. Where these are used, they will be reviewed every 2 weeks.

9. Attendance monitoring

The Attendance Officer ensures all registers are taken and all absence coding is accurate. Attendance is monitored on
a daily basis by the Attendance Lead and SLT lead for attendance. We analyse whole cohort, year group, sub group
and attendance at an individual student level to identify patterns of concerning attendance. Comparisons against
national data are made on a weekly basis. Analyses of attendance at cohort, year group and sub-group, are presented
to Progress Board on a half-termly basis and the Inclusion Sub-Committee on a termly basis. Plans are currently in
place to improve the attendance on Fridays and mitigate against historic pre-Christmas attendance dips. Form tutors
receive weekly updated attendance for their form with an individual breakdown. This is shared with students
themselves and concerning patterns are discussed, with students informed when a further absence is likely to trigger
a SAM meeting.

9.1 Monitoring attendance

The school will monitor attendance and absence data (including punctuality) half-termly, termly and yearly across
the school and at an individual pupil, year group and cohort level.
Specific pupil information will be shared with the DfE on request.
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The school has granted the DfE access to its management information system so the data can be accessed regularly
and securely.

Data will be collected each term and published at national and local authority level through the DfE's school absence
national statistics releases. The underlying school-level absence data is published alongside the national statistics.

The school will benchmark its attendance data at whole school, year group and cohort level against local, regional,
and national levels to identify areas of focus for improvement, and share this with the governing board.

9.2 Analysing attendance
The school will:

>

>

Analyse attendance and absence data regularly to identify pupils, groups or cohorts that need additional support
with their attendance, and

Identify pupils whose absences may be a cause for concern, especially those who demonstrate patterns of
persistent or severe absence

Conduct thorough analysis of half-termly, termly, and full-year data to identify patterns and trends

Look at historic and emerging patterns of attendance and absence, and then develop strategies to address these
patterns

9.3 Using data to improve attendance
The school will:

>

>

Develop targeted actions to address patterns of absence (of all severities) of individual pupils, groups or cohorts
that it has identified via data analysis

Provide targeted support to the pupils it has identified whose absences may be a cause for concern, especially
those who demonstrate patterns of persistent or severed absence, and their families (see section 8.4 below)

Provide regular attendance reports to form tutors, to facilitate discussions with pupils and families, and to the
governing board and school leaders (including special educational needs co-ordinator, designated safeguarding
lead and pupil premium lead)

Use data to monitor and evaluate the impact of any interventions put in place in order to modify them and
inform future strategies

Share information and work collaboratively with other schools in the area, local authorities and other partners
where a pupil’s absence is at risk of becoming persistent or severe, including keeping them informed regarding
specific pupils, where appropriate

9.4 Reducing persistent and severe absence

Persistent absence is where a pupil misses 10% or more of school, and severe absence is where a pupil misses 50%
or more of school. Reducing persistent and severe absence is central to the school’s strategy for improving
attendance.

The school will:

>
>

Use attendance data to find patterns and trends of persistent and severe absence

Consider potential safeguarding issues and, where suspected or present, address them in line with Keeping
Children Safe in Education

Hold regular meetings with the parents of pupils who the school (and/or local authority) considers to be
vulnerable or at risk of persistent or severe absence, or who are persistently or severely absent, to:

o Discuss attendance and engagement at school

o Listen, and understand barriers to attendance

o Explain the help that is available

o Explain the potential consequences of, and sanctions for, persistent and severe absence

o Review any existing actions or interventions
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> Provide access to wider support services to remove the barriers to attendance, in conjunction with the local
authority, where relevant

2 Consider alternative support that could be put in place to remove any barriers to attendance and re-engage
these pupils. In doing so, the school will sensitively consider some of the reasons for absence

> Implement sanctions, where necessary (see section 5.2, above)
2 Add anything else that is part of your strategy

Chaucer School monitors unauthorised absence on a daily basis. To encourage good attendance, the school has a
strong staff presence in the community up until the morning register closes at 9am, with staff shepherding children
into school before this time. The Attendance Team is calendaring regular meetings to discuss absence, with a particular
focus on that which is unauthorised. SAM (School Attendance Meetings) are scheduled for students who are
potentially at risk of breaching the 10 in 10’ so that steps may be taken to support them to attend well moving
forward. Students with concerning levels of absence, including those who are SA, are a focus of fortnightly Referral
Meetings where pastoral staff meet to discuss, evaluate and amend strategies put in place to support better
attendance.

10. Being notified that a chid has a medical condition
11. Monitoring arrangements
This policy will be reviewed as guidance from the local authority and/or DfE is updated, and as a minimum one year

by Dave Mountford: Assistant Headteacher for Attendance. At every review, the policy will be approved by the full
governing board.
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Appendix 1: Attendance codes

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

Code Definition Scenario

/ Present (am) Pupil is present at morning registration

\ Present (pm) Pupil is present at afternoon registration

L Late arrival Pupil arrives late before register has closed

Attending a place other than the school

Pupil is attending a place other than a school at
Attending education provision P gap

K i which they are registered, for educational
arranged by the local authority .. .
provision arranged by the local authority
Y Attending an educational visit or Pupil is on an educational visit/trip organised or
trip approved by the school
Pupil is participating in a supervised sportin
P Participating in a sporting activity p ) P pating b P 8
activity approved by the school
Pupil is on an approved work experience
w Attending work experience P PP P
placement
Pupil is attending a place for an approved
Attending any other approved P . .g. P . PP . .
B . . educational activity that is not a sporting activity
educational activity i
or work experience
Pupil is attending a session at another settin
D Dual registered P 8 &

where they are also registered

Absent — leave of absence

Participating in a regulated Pupil is undertaking employment (paid or

C1 performance or undertaking unpaid) during school hours, approved by the
regulated employment abroad school

M Medical/dental appointment Pupil is at a medical or dental appointment

Pupil has an interview with a prospective

J1 Interview

employer/educational establishment

Pupil has been granted leave of absence to stud
S Study leave P . 8 o Y

for a public examination

Pupil of non-compulsory school age is not
X Not required to be in school P . P y 8

required to attend

Pupil is not in school due to having a part-time
Cc2 Part-time timetable P gap

timetable


https://www.gov.uk/government/publications/working-together-to-improve-school-attendance

Exceptional circumstances

Absent — other authorised reasons

Parent travelling for occupational
purposes

Religious observance

lliness (not medical or dental
appointment)

Suspended or excluded

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

Pupil is a ‘mobile child’ who is travelling with
their parent(s) who are travelling for
occupational purposes

Pupil is taking part in a day of religious
observance

Pupil is unable to attend due to illness (either
related to physical or mental health)

Pupil has been suspended or excluded from
school and no alternative provision has been
made

Absent — unable to attend school because of unavoidable cause

Y1

Y2

Y3

Y4

Y5

Y6

Lack of access arrangements

Transport not available

Widespread disruption to travel

Part of school premises closed

Whole school site unexpectedly

closed

Criminal justice detention

Public health guidance or law

Pupil is unable to attend school because the
local authority has failed to make access
arrangements to enable attendance at school

Pupil is unable to attend because school is not
within walking distance of their home and the
transport normally provided is not available

Pupil is unable to attend because of widespread
disruption to travel caused by a local, national or
international emergency

Pupil is unable to attend because they cannot
practicably be accommodated in the part of the
premises that remains open

Every pupil absent as the school is closed
unexpectedly (e.g. due to adverse weather)

Pupil is unable to attend as they are:
e In police detention

e Remanded to youth detention, awaiting
trial or sentencing, or

e Detained under a sentence of detention

Pupil’s travel to or attendance at the school
would be prohibited under public health
guidance or law
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Y7 Any other unavoidable cause

Absent — unauthorised absence

G Holiday not granted by the school

Reason for absence not yet
established

Absent in other or unknown
circumstances

closed

Administrative codes

register

# Planned whole-school closure

Arrived in school after registration

Prospective pupil not on admission

To be used where an unavoidable cause is not
covered by the other codes

Pupil is absent for the purpose of a holiday, not
approved by the school

Reason for absence has not been established
before the register closes

No reason for absence has been established, or
the school isn’t satisfied that the reason given
would be recorded using one of the codes for
authorised absence

Pupil has arrived late, after the register has
closed but before the end of session

Pupil has not joined school yet but has been
registered

Whole-school closures that are known and
planned in advance, including school holidays
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Appendix 2: Escalation of support

Appendix 2: Escalation of Support

Chaucer School will Tollow the Escalation of support as outlined by the DFE 7022 — Working together to improve school affendance
PREVENTION of poor attendance | effective whole school approach to attendance Helping parents to access services of their own accord and/or a Voluntary early help plan to tackle the
through good whole school {including leadership, barriers to attendance. This could follow the Assess, Plan, Do, Review model.
attendance management ethos and systems and processes) PUPILS AT
RISK OF POOR ATTENDANCE Severely absent (30% or less). As these pupils face more barriers to being in school, the child and parents
Using attendance and absence data rigorously to will be supported by the Local Authority’s Attendance Support Team.
support pupils with increasing levels of absence,
arriving at school late or taking leave in term time
without permission before it
heromes 5 rpqﬂa:_pa_h‘_a’n
PUPILS WITH POOR ATTENDANCE FORMAL SUPPORT (Voluntary) - Not statutory but should be explored
EARLY INTERVENTION to Intervening as early as possible and agreeing an A formal Parenting contract (3-12 months) SEE APPENDIX 3 agreed by the pupil, parent. school and/or
reduce absgnce before it action plan for pup-ﬂ_b, with high levels of absence local authority. Parenting contracts are voluntary and not legally binding. They are to be used when a
becomes habitual and those demonstrating srowing disengagement | voluntary early help plan has not worked or is niot deemed appropriate. This is not a punitive tool and is
with school intended to offer support and offer an alternative to prosecution. They MUST be completed i the parents’
presence.
AND/OR Fixed Penalty Notices - A Fixed Penalty Warning Notice and then a Fixed Penalty Fine (£60 per
parent) may be issued to each parent for irregular attendance. This will be served if a parenting contract is
PERSISTANTLY AND SEVERELY ABSENT FORMAL SUPPORT (lnvolving the Local Authority)
TARGETED resngagement of PLTH_S _ . . Progressing to a legally binding Educa_tion Supervision Order in the Family Court if there is
. ] Put additional targeted support in place, where nonengagement and deemed necessary
persistent and severely absent T y
. necessary working with partners, and agree a joint
popils approach with local authorities for all severely
absent pupils. Effective school attendance
improvement and
management
STATUTORY CHILDREN'S 80CIAL CARE INVOLVEMENT SEE APPENDIX 4
. I r Where there are safeguarding concerns and an Education Supervision Order (1-3 years) reviewed every 3
ALL PUPILS Developing Emd VOLENTARY STFPORT months i3 not appropriate or has not been successful the case should be considered for 5.17 or 5.47
L attendance patterns throng|

STaTtor ;’ S0Cial CAte (v oVement

19



Appendix 3: Formal/Voluntary support of poor attendance

The below section outlines the formal (Voluntary) and Statutory attendance Support processes

Parenting contract (voluntary 4-6 weeks months)

A formal Parenting contra agreed by the pupil, parent, school and/or local authority. Parenting contracts are
voluntary and not legally binding. They are to be used when a voluntary early help plan has not worked or is not
deemed appropriate. This is not a punitive tool and is intended to offer support and offer an alternative to
prosecution. They MUST be completed in the parents’ presence. The school will make all reasonable attempts to
arrange a meeting for a parenting contract.

School identified lead practitioner: Timothy Edge

All parenting contracts should contain:
»  Details of the requirements the parent(s) is expected to comply with.
+  Astatement from the school and/or local authority agreeing to provide support to the parent(s) to
meet the requirements and setting out details of the support.
«  Astatement 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. food banks
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)

Parenting contracts do not have a minimum or maximum duration. Each individual contract should set out the
duration it will be in place, and most are for between 3 and 12 months but can be longer if needed.

Once the requirements and support elements of the contract have been agreed, the school and/or local authority
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.
When a parenting contract is not working:

- The school/LEA should work with the parent to gain their cooperation

- When parents do not comply the Lead Practitioner should contact the parent and seek and explanation and

decide whether or not it is reasonable.
- Consider amending the contract if parents are willing to cooperate
- Serve the parent with a warning letter if the contract is not working and may be terminated.
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Consider whether non-compliance is undermining the contract and consider with the LA an alternative
course of action. Decisions and reasons should be recorded as failure or non-compliance should be
considered in court.

Should a parent refuse a voluntary Parenting Contract or should it fail, the school will work with the local
authority and a fine may be issued.
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Appendix 3: Formal and Statutory support of poor attendance

Education Supervision Orders 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.

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, rather than Magistrates 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 the ESO

The LEA will notify parents in writing if an ESO is being considered and set up a meeting with the parent (and child if they are
old enough). The LEA will then take this ESO to court and allocate an LEA Designated Officer. Schools should provide support
and supervision where appropriate. Review meetings will take place every three months. The LEA Designated Officer will make
clear the terms to which parents must comply to.

Persistent non-compliance to the order can be taken to the magistrates court and parents may be fined up to £1000. The LEA Lead
Officer will also decide whether further action should be taken, including statutory social care involvement.

Attendance Prosecution Purpose of prosecution and when it may be appropriate

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

Prosecution in the Magistrates Court is the last resort where all other voluntary and formal support or legal intervention has failed
or where support has been deemed inappropriate in the circumstances of the individual case. Where it is decided to pursue
prosecution, only Local Authorities can prosecute parents and they must fund all associated costs, including in the preparation of
court documentation.

Prosecution
- Upto Level 3 of £1000 for failed ESO
- 2 separate offences — Level 3 £1000 plus a possible Level 4 fine of £2500 and/or community order or imprisonment for
up to 3 months.
- Parenting order — this is an ancillary order that can be imposed by the court following a conviction for nonattendance.
Parental agreement is not required for a Parenting Order.
- The decision to prosecute lies with the Local Authority alone.

Appendix 6: Parenting Contract

Parenting contract for attendance — An agreement between the school and parents

Parenting Contract for Attendance

Date:

Child’s name: Child’s DOB:

School/NCY:
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Parents/carers’ Parents/carers’
name(s): DOB:
Address(es):

Tel:

Senior staff member with overall responsibility:

Member of staff responsible day-to-day:

Contact number for the school to inform if the child is too unwell to attend:

Linked Inclusion and Attendance Officer:

It is important that we work together to improve your child’s school attendance to give them the opportunity to attain
and progress. We are going to work together to ensure the above-named child improves their attendance at school

with immediate effect.

Your child’s current attendance is

This means they have missed sessions/days so far this year.
Sofar  of these absences have been authorised by us.

So far of these absences have been unauthorised by us.
This means they have missed lessons so far this year.

Your child has been late to school on occasions.

This equates to them missing minutes of their learning.

The reasons you have given for these absences have been:
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We have listened to your child and discussed with them the reasons for their absence. They have shared with us that:

i

The specific targets of our plan. What we aim to do by (dae):

ABMART Targsts:

Diate:

To achieve thesza tarzeds we will: Parents/carers agres to:

Chaucer School agrees to:

Prapil agrees ta:
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Faviews
Thiz contract will be reviewed regularky.

Beview 1-_ Feview 2: Feview 3;

If the confract is bemg adhersd o the school will enzare the child receives recognition of the improvarment and will continus to
monitor and suppart.

Ifthe contract is not being adhered to the school will notifs the Local Authority, whers neext steps will be considerad including
proETession to atendsnce legal processes.

Apgreping to the comtract:

Conzent by parent(s)

I'we have agreed to thiz Parenting Contract and will
a2 work with the school (and council) as detailed above, to mpreve my'oar child’s school stendance, and
b carmy out what we have promised to da.

Iwve al=o agree to information being shared with other professionzls and agencies as required to help s,

Irove understand that if my child has any forther unanthorised absences Fom schaoaol, 2 Penalty Motice or prosecution may follow
without further waming. Thiz sgreement may be given as part of the evidence.

Signed (Parent's):

Signed (on behalf of the school governing body lacal authority)

Appendix 4: Procedures

Tier 1: Universal Offar

. Who?
The Chaucer Tniversal Offer to all stodents

1. hizke studemts and parents'carers feel welcome. Make a point to say “hella™ 1o
EVEry parent/carer o siudent you see in the corridor and outside, make it vour ALL
buziness to know hizher name
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2. Create an environment that snables students to fesl successful in sconething—
no matter how small it may seem Award and celshrats attendance as we do for
axam resnlts letters, prizes trips out with parents, stc, and this can quickly
become the nomm.

3. When 3 studant iz ghzent, mmediately 121k to the parant/'carer — not their
answering machina if possible. hiake 3 personal phons call doring the day,
zanding 3 text iz eazily iznored. Be profeszionally carigns. Dioss the student need
amy zuppart to retum to schaol?

Attendancs
Oificer

4. When 3 studant iz ghzent, on their refuom to form time, inmedistaly talk with
them about why they were gone—lst them kmow youn are aware or their absence,
they ware mizzad by their form, and that you cars that they are at schoal
achieving.

Form tutor

5. Forge a relationship with local businesses where studants may congregate whan
truant—encourags them to kesp stodents in school during school hours, Create
inforrmation ar posters/signs that states “We support stodsnts m schopl and will
not zerve amyvone under 16 doring school bours ™

AntendanceELT

4. Forge grester relztionship with local polices PCSC (romwmimity officers}—
make them vour alliss in showing the commmnity, familiss, and stodents that
zchool is the place to be. Empowsr commnunity police officars to returm smdent to
zchool if they find the truanting.

AntendanceELT

7. Diom’t provida the temptation for stodents to be ftoant. Stick o your duties at
breck and at lunch times and alert attendance or SFS if VOU see amyone truant
ASAP. Challenge students gut of leszon to be supervizad 2o that we can keap them
zafe.

2. Expact clazzroom teachers to taks arfion whan they think 2 stadent may b
truant. Form tators see students every day and are ideally placed to notice
zmdents mogd changes in the first instance, and shonld ligize with Year
hanagers'stodent engagement leadars attendance team if they nead help,
Fuidance and support. 2ll thess meetings, calls, talks, support nzed to be logeed on
Eromcom 23 agreed to provids soppart for the attandance team when prosecutions
fram local suthority is imminsmnt.

Tier I: Challenze and Support
Challenging and Improving low/declining attendancs

Diate

Mama

Action

Completed first day telephome calls home visits

=tarted

Latters sant to share sttendancs concern and has the szsezzplan'ds review process bean

Have vou spokan to the form mtorhead of vear/pastoral manazer?

Have they spoken to the child during registration times?

Has tha abzenca, and'or latensss besn highlighted in the child's planner?

the child’s voice to establizh a reason and pat support i place

Have vou or ay ather staff mamber met the child outside of formnitor time to capture
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Have von met with the parents 'carers and asked why the child isn’t attending school? Da
thesa reasons match with the reasan the child provided?

Have family circumstances been conzidered and have youn considered with the famiky
what zopport may help them at this fime? Have amy referrals to other agencies bean
offered?

If regularky late, has the school start time been shared with parents. Have you provided
them with an zlarm clockised a sticker chart stc

Wonld the child benefit from attending breskfast club to ensure they are on schoaol zite
on time each day?

Checked to zea if siblings are having the same abzences. Have vou contacted the school
the siblings attend? If wnsure which schools, ask voor linked [&4 Specialist.

Have von spoken to other staff members to ascertain amy other reazons for sbeance?

Look at the pattems on “by-lesson attendance’, and if paterns are evident spesk to thoze
teachers.

Is the child 2 Young Carer, and is this having an impact on their attendance?

Have ACEZ Tranums besn considared?

Conzider if thare are any et leaming needs, doss 2 one-pags profila BfxPlag need to
b= put in placa?

If 2 WiyPlan EHCE in place are the ouicomes bemg supported, when was this Last
reviewed?

Has the child's health heen considered, me viou received any mediczl evidence

If external services are involved has 3 mesting taken place? E.z., TAF, CIN, FER,
Transition Pathraray mestings

Where appropriate have vou consulted with the linked I& & Specialist for suppart and
advice

Has a good attendance improvement plan been drawn up, and are the pupil and family
aware of the plan?

Tier 3: Enforcing Suppart

Anendance Legal Process Checklist to be completed PEIOE. 1o
considering legal prosecution for atendamce

Diate

Achool to have refarred to the Ideas for challenzing and improving attendance
Checklizt and completed the identifisd actions relevant to the sitation
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Child to be discuzzed at whole school incluzion meeting this may mchade wider school
zt=ff safeanarding, SEN, Pastoral, Attendance and amy other relevant staff to ensura
ary barriery are discusszed at 3 whole school leval ragarding attendance, well-baing,
behaviour and leaming

Bchool to ensure they have spokan to all services mvolved with the child or voung
persan

Echools to establish amy sibling: and Haize with thoss school:

hlzpping across education, haalth, and care to identify need and barriers

A plan that demonsirates APDE with ShIART targets (zae attached doc)

Parents to be givan the apportunity to attand at least taro meetings within the APDE
Process

Ay mestings recorded and parents provided with a copy whether they are present or
not setting out expectations plan

Where approgprizte ensure evidence of the mpact imegnlar attendance bas on child's
learming iz discussed with parent’carer

Schools to formalize suppart by way of 2 parenting contract, if not approgprizte school
muast provide their rationale

Parent voice captored and recorded

Child vaice capnired and recorded

School to ensure all parents/'carers with day-to-day cars have been informed of any
attendance izznes and the legal duties placed wpon them to provide a foll-tims
educaticn

School to ensure all parent'carer details are up to date (who iz i the bouseholdT Do
both parants have parental responsibility'day to day care and responsibilin: for
aducation? If =g, on which daysT)

School to demonstrate how they have conzidered where the family live in relation to
zchool and show what support has been offered if this is 2 barrier

Suggested Actions

Level | COrvercomisg Bamiers

Highlight all these insplensented a2 the time of the meating
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= Form Lior ! Y ear Leader

« Communication | Meetings with Pareses {add this o the
COMTU AT S h'h.\.l Tt I:!-\.'|'h||'..

* Puml 02 0%s, chasgge seating plan, segotiate & chasge iy class groon
T oot puass., Pupil imdicaiors 1o show requizes help'Suppon,
Fiddle Loys, Beemives {early hincl pass, voucsers e,

*  Fomn Duior so meet wits ¥ ear Leader o disouss aivy unsueess ful
corcips, and decide meat seps i luilisgg escalation 0 & higher
kevel ol suppor.

Letter 1= Atlendance Inibad Concerss Letber

Seoting L Attendance |matial Loicems Mesting

z ¥ear Leader'Atendance Leader

*  Belaviour Contrect Parenting Contracs

*  Face to e meetings with parents (&34 this o the commanications
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= Establish a=d Fapport Smosg nks hetweon parent, child and Foomg
Pericer [ Move Torm groups i needed)

*  [Hscuss dwe accuracy and mdesd the need for a Pupil Prodile (Alyson
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= Complete an FCAF - Famsily (Genograsn io amalyse the suppon
mechamisms ¢ protective lachors
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»  Cansider SEN Testing — see SEMUD
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Aceess Panel meeting

*  Allemative provision
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Lastter Yh: SAM targets confirmation
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Appendix 5: Aftendance Meeting record

hleating 1: Attendance Imitial Concerns hisating

Childs name: Diate of Birth-

Class Year group:

A ttendance: SEN code:

550G
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M support Date of plan: B eview date:
planhiplan EHCP

Diate last reviewed:

Present-

Thank vou for attanding the meeting at school today to dizcuss the aftendancs of

Chatlined below are the maim issues or concems and points 2zresd at the meeting:

Services Invalved:

Education
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Care

4 dditional Information

Orther points outlined at the maeting wera:
» A parent conumits an offence if they fzil to ensars that their child, who iz 2 registerad pupil at 2 school, fails to attend
regularty and where ahzence continues fines could be izzwad againat yon

School may not sutharize amy further absence unless medics] evidence iz provided to soppart the absence or the local

anthority instacts them to do so. Therefore, n the case of medical appointments vou will need to show an appointmmart
card to schoal for all medical sppointments.

The amendamce will be clozely monitared and reviewed by achool If there iz no significant improvemeant in attendance,
then further action may nead 1o be considerad and school will Be=d to infonm the Local Authority.

The Deparrnent for Educztion has published datz an their website that clearly shows the link between attendance and afainrment
This shows that there will be an mpact on vour child’s educarion if aendsnce is not consistently above 95% throughoat 2 pagil’s
schooling.

I confirm that I understand the points agreed a2z outlined above.

Signamare of Parentiz): Signamire of Schoal:
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MMeeting 2 & 3: 3AM & SAP

Childs name: Date of Birth: Class Year group:
Attendance: SEM code: S50

One  page  support Date of plan: Eeview date:
planhfiplag EHCE D

ate Last Feviewed:

Present:

Thank you for attending the maeting at school today to discuass the attendance of the shoie named papdl.

Chatlined below are the actions agresd af the mesting inchyding time scales:

Services Imvolved:

Education
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Hezlth

Care I},

A dditional Information

Cither points outlined zt the meeting wars:

A parent commits zn offence if they fail to ensure that their child, whao iz 2 registered pupil ata school, fails to attend
ragularly.
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= School will not authorise any farther ahsence unless medical evidance iz providad to suppert the sheence, or the local

sutharity advises us to do so. In the case of medical appoinmnents, vou will need to show some proof of appointment
for this to be recorded.

= The sttendanca will be clossly monitored by the school and local authority and reviewed acoordimely. If thers is no

sigwificant improvernent in your child'ren’s sftendanca, you may be at rizk of receiving a fiwed penzlty notice and'or
prosecuion.

I confirm that T understand the points sgresd 2= gutlined above.

Signatars of Parent(a): Signanirs of Schoal:
Appendix 7: Pupil Voice

Scaling Thenmometer
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Using an anmiety thermometer or scale can belp the youmg person to start to make links bebween thelr emotions znd
environmeantal’cantexmsl triggars. Conzider the phyzical enviromment (toilets, hall comidors, changing rooms, outiide), times of
day {amival homme time, break and dinner times) and spacific lessons and activities {reading slond, group work, writing, tests). Using
2 map of the school uilding can be helpful when exploring the impact of the physical environment on their anotisty.

Apnint scale

&
3

The i point scals already uzed I many schools can be uzad as 2 way of supporting CYF to understand and manzsge overwhelming
faelings. It can be used with CYP of all ages and begins with an exploration of erotions. CYP can then use the scale to describe
how they are feeling, and what thase fealing: may look or sound like; they can explore simations that may make thern fael 3 certain
way and move to describing how to reduce overwhelming or difficult emations. The scales that the CYP makes can be uzed 33 a
commuanication tool for example, making into a keyring or using different coloured cards or bracelets to let adults know that they
fael a certain way.

There are free downloadable resources available at hitps v, Spointscals. com’

School well-being cards
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The School Wellbaing Cards have baen designed to provide 2 platform for discussion, in which invalusble insight mto how tha
young perzga views and makes sanse of their experisnce of school can be sought and places the child's voice at the centre of amy

lamning.

hitps-\'wonarschooly inzrards.co.uk D}

Children”s axploratory drawings

The Children’s Exploratory Drawings are 3 set of simpls drawings of commeon school scenes which can be uzed for exploring
how 2 youmg persan thinks about their life at echool, themsalves as a3 member of the school comrmmity and the other members of
that compmmity through carefol and well-timad questioning, converszton, and storvielling. Thera is a range of pictares to choose
fromn and the CEDs can be nzed with a wide range of ages and development stzges. Explore the website for more mformation and
ather nsefil documents. hitp:theceds.co.nk’

gt oy,

rssga d

T =
& oW >l
o — p— o=

Ideal Claszroom'School
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Thiz taol developed by Williams and Hanks [2007) can be uwsed to gain an insight into which featires of the school (people,
environment, lezzons etc) young people would like to change and why, Thiz activity can be undertaken uzing Lego, play sguipment

and'or drawing. There iz 3 totorizl video for the Idezl salf here w a manual with
instmictions and goestions. Goidance and 3 script for wzing the Idesl School with a CYP can be found in Appendiz 5h.

Thres Housas

Thres Islands

‘Thrae izlamds” iz a fitn direct work activity which epahels zocial workers and other practitionsrs to establish what and who
childran they work with like and what or who they don't like ar are worriad abot.

The child iz asked to draw a pictare of 5 izlands and draw people, animals, objects and activities according to specific instractions:
— The Izland of Always: Childran are sskad to draw themselves and anything elze they want to be on this zland with them.
— The Izland of Sometimes: Children are sskad to draw anyihing they want to see but not 2l the tme.

— The Izland of Far Away: Children are azkad to draw anything that they want to be far away from them or never sea agzin
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Appendix 9 SMART Targets

SMART stands for Specific, Measurable, Attainable, Relevant and Timely. Mever (2003)
describes these as follows:
Specific — In order to be specific, an objective must spell out what 15 expected, why, who should be
mvolved, where 1t should happen and what the requirements and constramnts might be. An example of a non-
specific objective might be
Ir. and Mrs. Smith to ensure Johnny attends school regularly.
This objective lacks specificity becanse it does not define what *repularly’ means and it leaves it unclear as
to what the constraints might be for Mr. and Mrs. Smith in ensunng this happens. A more specific goal
might be
MMr. and Mrs. Smith to take Johnny to school every day, ammving by 8.55 am — if Johnny 15 unable to attend
school or 15 nmnmg late, Mr. or Mrs. Smith to contact the school office by .45 am on the day of the
absence / lateness and inform school staff of the reason. Regular attendance 1z immportant to ensure Johnny
can catch up with the work: he has mizsed so far this year. Setting out the objective in a more specific way
makes the expectation clearer, as well as recogmzing that for any parent there may be times when 1t 15
difficult to get to school on time or when the child might have a genume need to be absent. It alzo includes a
brief explanation as to why the objective 1z needed.
Ieasurable — Without measurable objectives, it 15 difficult to assess whether sufficient progress has been
made. A measurable objective should make it relatively easy to answer queshions such as how much?, how
many and how will we kmow if 1t 15 achieved? It 15 not possible to measure whether Mr. and Mrs. Smith
h.ﬂ.‘i.?'E.' taken Johnny to school ‘regularly’ unless we define what “regularly’ means. However, with a more
specific example — Mr. and Mrs. Smith to take Johnny to school every day, arrving by 8. SSam We can

MmMeasure:

- How many times has Johnmy arrived at school on time?
- How many times has Johnmy been late for school?
- How many times has Johnny been absent from school for the whele day?

We can then make the objective even more measurable by defining an acceptable mmimum level of
attendance. For most children, this would be around 95%. We can then define over what time peniod the
measurement should take place. For example:

During the next half term_ Mr. and Mrs. Smith to ensure Johnny attends school regularly, amving by 3.33
am and achieving a minimum of 95% attendance.

Attamable — Objectives must be attainable. Unattamable objectives should not be ncluded on care plans.
This means that when setting objectrves, parents, children and professionals need to think how can this be
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achieved? If Johnny's current school attendance were around 25%, 1t may be unhelpful to set an attendance
target of 93% mmediately, at least not without sefting interim targets along the way to achieving the higher
figure. However, if Johmny's attendance were currently around 30%, then setting an immediate target of
95% may well be attainable.

Eelevant — The objectives of a care plan must be relevant to the overall goals. There should be a clear and
reasonable link between achieving the objectives of the plan and achieving one or more of the goals. This
does not mean that 1f the objectives are achieved and the goals are not met, that the plan was wrong from the
outset but there should be at least a reasonable expectation that meeting the objectives will help meet the
goals.

For example, if the concems about Johnmy relate to neglect and the impact of neglect on his school
attendance, then an objective related to this school attendance would seem relevant. However, if the
concems related domestic violence, then whilst school attendance may still be an important element of the
child’s well-being, 1t does not relate as clearly to the cessation of domestic violence as it might to
educational neglect.

Timely — Fmally, objectives should mclude a sense of timeliness. Open-ended objectives may lead to a sense
of drift Setting a date by when the objective should be completed makes it easier to review it ata
meamngful point m fime, to avoid drift but also to avold amwy impression that the parents are expected to
achieve every objective on the care plan before the next meeting n s1x weeks™ fime.
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SMART Targets
The purpozs of this booklet 13 to give you a quick raference zuide to effective, SMART targst action plans. It covers
what SMART Targets are and how they can be used in your Family Action Plan.

oWhat is the overall aim?.

Specific owm:nmmmwmhmnumm
place

. ?
Measurable kb

*Does it need to be broken down Into smaller
steps?

*What support is needed to make ithappen? Can
the family make this change?

Achievable

*Do the family agree that this action is important?
Relevant Are they motivated?
*What outcomes will this action support / achieve?

oVery few actions should have a timescale of longer

T|m9| than aterm / halfterm / 12 weeks. 1fan actionis
y not achievable in this timescale then it should be

broken down into smaller, more achievable steps

Effective Action Plans
Use the SMART target approach withm the Family Action Plan tool to effectively deliver agamst the famuly’'s
Outcomes.



Azzpos

Review
Come back to your
"lssues” and "Actions”
often totrack and record
progress, use the TAF

Do

"Actions” helps focus your
activity back To your = ETj
and Dutoormees

Page Break
Examples of SMAET Targets

The hebow are imvended only s examples. Always ensure that your Actioms are taibored 1o the needs of the family and write Actions with the family = mind: the
plan needs 5o be meamingal o the fmily when you're not there o explain it

What do we want to Laura to be in school by Yam every day by the
achieva? end of tarm
4
Family Membar(z) this ] |aura
action applies to X0 i
O g
O gz
Duteomais) to be W
achieved by this action O Improved school attendancs
Better behanionr at school 0
Stable School placament
achievad
Appropriate EHC plan/SEND
Statement
Action Start date Mext Action
Beview end
date date




What will we do to achieve Parents to ensure that Laura has left the house
7 by B 20am, Worker to inform parents of their

legal obligations around attendance, Parents to
inform school of anv absences and reazons for this

Who will do 17 Worker, Parents and Laura

Type of mismrantion  Support parent’carer re attendancs of children’
YOUNE person

Comments | |

Did we achieve it? | |

What do we want to  Parents to have stratezies m place fo manage achieve?
Laura’s behaviour by [data]

Family Member(s) thi U Lo
action applies to “0 Wz
. O M|
| A0
ol
Duteomeais) to be 4 0 ]
achieved by this action Better Parenting
Better behaviour at
*  home
Improved family
fimctioning/communication
Child’s level of
soclal'emotional behavioural needs
raduced
Action Start date Mext Action
Feview end
date date

What will we do to achieve |Worker to complete 4 step parenting with both
it? parents, m weekly home vizits.

Who will do it7 Worker, Parents

Tvpe of mterzenfion  Mon stroctured parenting intervention — to
| develop parenting 5l'.i]J5."|:n::-uudan'E.-'muti.ne5|

Comments | |

Did we achieve it? | |




What do wewantto  Laura to have developed strategies fo regulate

achieva? emoetions more appropriately by [date]
'
Family Member(s) this O Law= O
action applies to 'Cihﬂ'?
0 adn
O adn2
Outcome(s) tobe achieved | ) Better Parenting
by this action * . Beter behaviour
I:? % athome
Improved family
fimctioning‘communication
Chuld’s leval of
social’'amotional behavrioural naads
reduced
Action Start date Mext Action
Feview and
date date
What will wa do to achieve Child to attend 4 x 1:] zessions fortmghthy 17
around emotional regulation with weorker
Who wull do 17 Worker, child
Type of mterzention  Behaviour management modification’angar
management for childran and voung penﬂ'
Comments | |
Did we achieva it? | |
What do we wantto  Parent to access support to reduce the mmpact achieva?
of ancciaty by [data]
Family Membar(z) thic O Laura
action applies to 0
Chiz o__
Ad0]
0 a4m
X
Dutcomeais) to be  achievad O Access Universal Sarvices
by this action »  Improved adult mental wall
bemg
Improved matemal health,

particularly matemal zelf-esteem
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Apction Start date Mext Artion
Eeview end
date date

What will we do to achieve Worker to support parent to book a GP
1t? appomtment. Parent to attend the GP

lappomtment and discuss anxiaty.

Who will do it7? Worker, Parent, GP

Type of mtervention Arcess universal services community resources
Comments

Did we achieve 1t?
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Steps to Success

Writing truly SMART targets can really help a family achieve their overall goals.
Taking steps towards these overall goals helps embed change, making
regression less likely and encouraging sustainable success.

For example: Child’s attendance is 50% (mornings only), overall goal is to
improve child's attendance to 95%+

...improve
‘ " afull attendance
days and to 95%+
lunch on
...forlunch days per friday
eek
3daysa
week

Child to stay in

school...
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Croeradl

goalfoutcome

Initial,

il ndg da ble
step

Goal Setting

The kev to significant and sustained success 15 setiing the scane from the outset: promoting indspendence; settmz
meaningfil; relevant actions; not us “doing o’ the family but us supporting tham to make the changes that they want
Aslk from the outset and thronghout the imfervention:

What 1= vour farmly’s shared vizion?

What would you like to changa?

What will change look like for vou?

What are your strengths?
How can [ help vou fo become indspendent / self-reliant?

Sl

It'z about a collaberatrve approach that empowers the famuly from the outset.
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be
motivated
to make
the change

realise the
need tor
change
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