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1. Principles

1.1 The law states that all children must receive a full time education from five to sixteen years of
age.

1.2 We are committed to meeting our obligation with regard to school attendance through our
whole-school culture and ethos that values good attendance, including:

e Promoting good attendance

e Reducing absence, including persistent and severe absence.

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

e Acting early to address patterns of absence

e Building strong relationships with families to ensure students have the support in place to
attend school. We will also promote and support punctuality in attending lessons.

1.3 Student who attend regularly tend to make excellent progress. This, of course, is due to the co-
operation of parents and cares who keep absence to an absolute minimum.

1.4 We work with outside agencies, including Rutland’s Inclusion Officer, who may become involved
in your child’s attendance.

1.5 This policy meets the requirements of the working together to improve school attendance from
the Department for Education (DfE) and refers to the DfE’s statutory guidance on school attendance
parental responsibility measures. These documents are drawn from the following legislation setting
out the legal powers and duties that govern school attendance:

e Part 6 of The Education Act 1996

e Part 3 of the Education Act 2002

e Part 7 of The Education and Inspectors Act 2006

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

e The Education (Penalty Notices) (England) (Amendment) Regulations 2013

e School census guidance
e Keeping Children Safe in Education
e Mental Health issues affecting a pupil’s attendance:guidance for schools

2. Reporting Student Absence

2.1 On each day of absence, a parent/care must contact the College to explain the reasons; this can
be done using the My Child At School (MCAS) App. If we have not received contact from the
parent/carer we will make contact by telephone to ensure that a parent / carer is aware of the
child’s absence.

2.2 If we have no confirmation of the reason for the child’s absence, a member of College staff may
take further measures such as carrying out a Welfare Visit at the child’s home address, notifying the
police or other external agencies. We will always prioritise any follow up actions for those students
who we know to be vulnerable. If we receive no communication within 48 hours as to the child’s
whereabouts, we will contact the police / or social care.
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https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1099677/Working_together_to_improve_school_attendance.pdf
https://assets.publishing.service.gov.uk/media/6274ecb2d3bf7f5e3916fb5f/Summary_table_of_responsibilities_for_school_attendance.pdf
https://assets.publishing.service.gov.uk/media/6274ecb2d3bf7f5e3916fb5f/Summary_table_of_responsibilities_for_school_attendance.pdf
https://www.legislation.gov.uk/ukpga/1996/56/contents
https://www.legislation.gov.uk/ukpga/2002/32/contents
https://www.legislation.gov.uk/ukpga/2006/40/contents
https://www.legislation.gov.uk/uksi/2006/1751/contents/made
https://www.legislation.gov.uk/uksi/2006/1751/contents/made
https://www.legislation.gov.uk/uksi/2013/757/regulation/2/made
https://www.gov.uk/guidance/complete-the-school-census
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
https://www.gov.uk/government/publications/mental-health-issues-affecting-a-pupils-attendance-guidance-for-schools

2.3 If after 48 hours there is still no response to the College’s communication about the reasons for
the absence, it will be recorded as unauthorised unless exceptional circumstances have legitimately
delayed communication.

3. Monitoring and Feedback

3.1 Student attendance will be included in Autumn, Spring and Summer Profiles which are reported
to parents. Attendance figures are also updated in real-time on the MCAS App.

Parents of any student who have provided no reason for absence, coded N, will also be contacted
requesting an explanation. It may be that there are perfectly valid reasons for such an attendance
level. However, this may be an opportunity for parent/guardians to raise any issues that may be
affecting their child at College.

3.3 If a student has been absent regularly due to illness, the College may ask for supporting evidence
of a medical need eg. Appointment card, photograph of medication or confirmation of a medical
appointment. These will only be valid for six weeks from the date of issue and the College should be
kept up to date of ongoing medical needs. If the school is not satisfied about the authenticity of the
iliness, the absence will be recorded as unauthorised.

3.4 Medical or Dental appointments

Missing registration for a medical or dental appointment is counted as an authorised absence
provided that proof of the appointment has been sent; advance notice to the College is required for
authorising these absences. However, we encourage parents to make medical and dental
appointments out of school hours where possible. Where this is not possible, the student should be
out of school for the minimum amount of time possible.

3.5 Applications for other types of absence in term time must also be made in advance. Information
relating to whether the school can authorise such absences can be found in sections 7 and 8.

3.6 Lateness and punctuality

e Astudent who arrives late but before the register has closed will be marked as late using the
appropriate code.

e Astudent who arrives after the register has closed will be marked as absent, using the
appropriate code. Further information can be found within section 13.

3.7 The College participates in sharing daily attendance with the DfE who provide valuable
comparative data both nationally and internally for cohorts and groups of students.

An attendance score card which contains information on absence and persistent absence (across
year groups and groups of students) will be shared with the governing body on a termly basis.
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4. College and Local Authority Inclusion Service

4.1 The Senior Leader in charge of monitoring attendance will meet with the Inclusion Support
Officer at Rutland County Council at least every term to share data, identify trends and seek support
in maintaining positive attendance for all students.

4.2 The Inclusion Support Officer will be made aware where appropriate any student whose
attendance has fallen below 90%.

An appropriate member of staff will monitor the student’s attendance closely, and targets set to
improve attendance.

4.3 The College collects and stores the attendance data on Bromcom. This data is used for internal
purposes, such as:

e Totrack the attendance of individual students or groups of students.

e To identify whether or not there are particular groups of students whose absences may be a
cause for concern.

e Monitor and evaluate those students identified as needing intervention and support.

5. Below 90% Attendance — Persistent Absence

5.1 It is the legal responsibility of parents and cares to ensure that their child attends College
regularly. Permitting absence from College without a good reason is an offence in law and may result
in prosecution. Poor attendance could also be considered a safeguarding matter and lead to a
referral made to social care.

If a student’s attendance falls below 90%, the Inclusion service will be informed and the situation
monitored. The following types of information may be explored in order to identify underlying
issues:

e Use of the local authority ARNA (anxiety related non-attendance tool) to identify the
underlying issues.

e Assessment reports to identify curriculum strengths.

e Options choices.

e Bromcom reports to track behaviour/friendship/bullying incidents

e Cpoms reports to track safeguarding concerns

e Tutor group details

e Environmental factors

e Social, emotional and personal health and family information

e Historical attendance issues

Support to improve attendance might include the following reasonable adjustments:

e Targeted pastoral support / allocated key worker
e Time out card

e Attendance plan in liaison with parents

e  Curriculum adaptation

e Internal adult or peer mentoring

e Temporary access to the Cabin.
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e Mental health support

e Homework club

e Transport support

e Adaptations to movement around College to avoid times that heighten anxiety

e Social group work

e Short term reduced timetable, regularly reviewed with the aim to return to full timetable.

e External agency referrals: Early Help, mental health support groups and the School Support
Partnership

6. Letters and Escalation
6.1 Stage 1 — Attendance 90-96% - Progress Leader and APL Support

Should a Progress Leader or other relevant staff feel that there is a concern about the attendance of
a member of the year group, then the Assistant Progress Leader (APL) will call home. UCC staff will
make use of the Attendance Flow Chart (Appendix x) to identify appropriate actions. These will
logged and monitored on the relevant tracker documentation.

6.2 - Stage 2 — Attendance 50-90% - Medical Evidence request and further support

e A medical evidence request letter may be sent when:

e Astudent has been absent for a period of 5 consecutive days

e A pattern of repeated short-term absence is noted

o The College has reason to believe that the student was not too ill to attend but was absent
from College.

Where a student’s attendance is below 90%, a member of the attendance team will be assigned to
monitor attendance and offer further support to parents and the student. They will maintain close
communication with the student and their family to identify issues and create the support needed to
improve their attendance.

Meetings will be convened with the student and their family to identify underlying causes for low
attendance. Support strategies (outlined 5.1) will continue to be used.

Medical evidence may be required for absences in the form of a GP or hospital letter, a photograph
of any medication prescribed (including the date) or a copy of an appointment card. Further
evidence may be requested at the discretion of the College attendance team.

6.3 Stage 3 — Attendance below 50% - Four-week monitoring period and further support
A student will be placed on a four-week monitoring period when:

e Medical evidence has not been provided for absences.

e Astudent’s attendance remains below 90% and there is not a sustained improvement
despite support from the College.

e There has been little engagement with the support offered, either by the student or parent.

A letter will be sent which outlines the dates over which this monitoring period will take place. We
will liaise with parents to discuss concerns over attendance and offer further support strategies
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where appropriate. Where attendance does not show a sustained improvement over this monitoring
period, parents will be invited to a College or Local Authority Attendance Panel.

6.4 Stage 4 — Local Authority Attendance Panel

A prosecution meeting may be held at the discretion of the Local Authority Inclusion Support Officer.
Parents/carers will be invited to a Local Authority Attendance Panel meeting in order to discuss the
student’s low attendance. An Attendance Action Plan will be produced collaboratively with
parents/carers, school staff, the local authority and the student, where appropriate, to support and
resolve attendance issues. Formal notes will be taken at this meeting and a record of the details and
the agreed action plan will be taken and signed by the parents/carers and the Inclusion Support
Officer so that all parties are clear about the expected next steps. A review will take place after six
weeks where a decision will be made by the Local Authority whether to refer parents/carers for
prosecution. A Senior Leader will be assigned to a Stage 4 attendance case. If the student has
attendance of less than 50% this is classed as severe attendance and as thus might be considered,
depending on the circumstances, as educational neglect. The College might refer this to Childrens’
Social Care as a safeguarding issue.

6.5. The Inclusion Service may also be compelled to place the parent/carer at stage 1 of the Local
Authority’s Prosecution Procedure. An immediate attendance target will be set to avoid prosecution
under Section 444 of the 1996 Education Act.

6.6. Failure to meet the Local Authority’s target may result in further formal proceedings and
possibly a fixed penalty notice being issued or court action. Failure to ensure a child's attendance is
an offence under the above Act.

6.7. If the Principal has not authorised the absence, then the Local Authority may take legal
proceedings in the form of Penalty Notices as follows:

e The threshold for Penalty Notices is 10 sessions (5 days of unauthorised absence). These can
be consecutive days or a number of absences over a 10-day week period.

e  Fines are per parent, per child. A parent in education is biological parents, any person with
parental responsibility and also a person who has care for a child (this would include step-
parents or adults living with the child.

e First Offence: The first time a Penalty Notice is issued the amount will be £160 per parent,
per child when paid within 28 days reduced to £80 per parent, per child if paid within 21
days.

e Second offence (within 3 years): The second time a Penalty Notice is issued the amount will
be £160 per parent, per child when paid within 28 days (no option for lower fine amount)

e Third or further offences (within 3 years) Where a third penalty notice is committed a
penalty notice will not be issued. The case is likely to proceed to Magistrate’s Court.
Magistrate’s fines can be up to £2500 per parent per child.

e Where the LA considers that a Penalty Notice is not appropriate, prosecution action may be
taken without issuing a Penalty Notice.

e (Taken from Rutland County Council document here)

6.8 Parents/carers should be aware that if they are found guilty of aggravated non-attendance
(where a penalty notice has already been issued) it will be recorded on the National Police
Computer. Because they will have a conviction, it will appear on their record if a DBS check is carried
out.
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7. Acceptable reasons for absence

7.1 Authorised absences are mornings or afternoons away from the College for a good reason such

as:

My child is too ill to leave the house (Parents/Carers are signposted to this NHS document Is
my child too ill for school? to obtain further guidance.

My child has a hospital appointment which cannot be arranged outside of hospital hours
My child has toothache and has an emergency appointment

To attend the funeral of a relative

To attend a significant event involving education, music or sport

8. Unacceptable reasons for absence

8.1 Unauthorised absences are those which the college does not consider reasonable and for which
no “leave” has been authorised. This includes:

To look after other family members

Sleeping in

To avoid being late

Another child is ill, so all are kept off

Minor ailments such as tummy ache or headache
Start or end of term

To mind the house or take a delivery

Holiday during term time

Choosing to revise or study at home

This type of absence can lead to the Local Authority using sanctions and/or legal proceedings.

9. Welfare Visits

9.1 Pastoral staff may conduct a home visit when:

A student is absent from school without a valid reason and

The school hasn’t received a reply from a follow-up call or

The school has received a reply that they are concerned about

The school has concern that the student has not been seen since the return of a holiday
period or by another professional

The student is in receipt of Medical Needs Tuition

10. Term Time Absences

10.1 As per the Pupil Registration Regulation Legislation (September 2013), we are only able to
authorise time off from College in exceptional once-in-a-lifetime circumstances. Any applications
must be received in writing at least ten working days in advance. The College cannot authorise
absence requests on the basis of cost, nor can the College authorise a known absence
retrospectively.

10.2 The College considers each application for term time absence individually, considering the
specific facts, circumstances and relevant context behind the request. A leave of absence is granted
entirely at the Principal’s discretion.
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https://www.nhs.uk/live-well/is-my-child-too-ill-for-school/
https://www.nhs.uk/live-well/is-my-child-too-ill-for-school/
https://www.legislation.gov.uk/uksi/2013/756/made

11. Children who do not attend College due to medical reasons.

11. 1 We recognise that there will be times when students need to be absent due to illness. When a
student is too unwell to attend for a few days we do not routinely provide work. However, we do
recognise that there are some exceptional circumstances, for example, following an operation, when
a student may be judged as being too unwell to be in college, but well enough to complete work at
home, for a short period of time. During this period the College will aim to provide work to match
that which is covered within the lessons.

However, this should only be for a short period of time because without specialist teach input
students inevitably progress at a different rate to their peers. Once an absence extends for more
than a few lessons, it becomes increasingly difficult to plan and assess work, as well as provide
effective feedback.

11.2 If you believe your child will be too ill to attend College for a longer period of time, please:

e Contact the College at your earliest convenience to explain the nature of the illness
e Provide medical evidence to the College in the form of a GP or hospital note

12. Celebrating and Rewarding Good Attendance

12.1 It is important to recognise and reward the vast majority of our pupils who have consistently
outstanding attendance and those who have improved their attendance. The College does this
through certificates awarded at end of term Success Assemblies.

13. Lateness and Punctuality

13.1 Poor punctuality is not acceptable. Students who arrive late miss work, have reduced contact
time with teachers, disrupt the learning of other students and can suffer embarrassment or
heightened anxiety.

13.2 The College opens at 8:10 am and by 8:35 am all students should be in form time ready to
commence their learning.

13.3 Morning registers are taken during form time. Students will receive a late mark if they arrive
after 8:35 am.

13.4 If a student arrives after 8:35 am immediate sanctions may be used and the student may be
required to make up the time missed, either at break, lunchtime or the end of the College day.

13.5 Lateness to any session, including morning registration, will trigger a C1— late to lesson
behaviour point on Bromcom, which will be communicated immediately to parents/carers via the
MCAS App.

13.6 Frequent lateness to morning registration will be monitored and parents/carers will be
contacted by the College, either by the phone or via email.

13.7 Students who are persistently late may be discussed with the Local Authority at attendance
meetings as well as being required to make up the time in an after-school detention.

13.8 The morning register will close at 9am every day. In accordance with government guidance, if a
student arrives after that time, they will receive a mark that shows them to be on site, but this will
not count as a present mark, and it will mean that they have an unauthorised absence.
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14. Attendance at After-School Activities

14.1 Attendance and absence at after school activities is as important as attendance during the day
from a safeguarding point of view. The College has systems and protocols to ensure that all students
who are involved in an after-school activity are signed-up in advance, registered and if not present,
the absence is followed up.

14.2 Parents sign students up for after school activities via the My Child At School App. This
generates a class register for the activity leader to take at the start of the session. This register is
returned to Reception and absences are followed up as follows:

a) Text message to Priority 1 and 2 Parent/Carer to inform them that child has not attended session
and to check whether this is expected. Parent/Carers contact school if absence from session is not
expected.

b) If parent/carer replies to say they are expecting student to attended session then Reception alert
SLT to investigate.

14.3 The member of staff running the after-school activity is responsible for ensuring that all
attendees have safe travel home. They should inform SLT if they have a concern about a student.

14.4 Staff should be extra vigilant of vulnerable students and/or those with an EHCP to ensure they
are safe and accounted for at all times.

15. Authorised Absence for Term Time Absence
Apply via MCAS at least 5 days before the requested period of absence.

Absences adversely affect the progress that students make. The school cannot authorise absences
for holidays taken during the school term. However, there may be exceptional circumstances where
the Principal or Head of School can authorise absence during term time and these decisions will be
made based on individual circumstances. The following are indicative of acceptable reasons for
requesting an absence:

- for a close family funeral.
- taking part in a significant event involving education, sport, music or other performance.
Unauthorised absence will form part of a student's record.

It is often difficult for students to catch up with work as they miss out on the interaction with the
teacher and other students.

If you wish to take your child out of College for what you consider an exceptional reason, please
complete an absence request via MCAS. Please note that we may need to ask for additional evidence
to support any request.
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A national threshold for unauthorised absence has also been set to 10 sessions (5 days) and the
College must consider issuing a penalty notice if these are met.

WARNING - Failure to ensure your child’s regular attendance at school could result in either:
A Penalty Notice being issued to you by the Local Authority; or
Prosecution proceedings being issued against you in the Magistrates’ Court.

Please note that this action will also be taken should you be issued with a Penalty Notice that you fail
to pay:

The first Penalty Notice issued to each parent/carer for unauthorised term-time absence will be
charged at £160 (per parent/per child) if paid within 28 days, reducing to £80 (per parent/per child)
if paid within 21 days.

If within 3 years of the first Penalty Notice, it is deemed appropriate to issue you with a second
Penalty Notice in respect of your child’s absence, the second Penalty Notice will be charged at a flat
rate of £160 (per parent/per child) if paid within 28 days.

There will be no opportunity to pay it at the reduced rate. If there is a third occasion of unauthorised
absence in a 3-year period, a Penalty Notice cannot be issued, and the Local Authority may proceed
directly to court with a prosecution under the Education Act 1996, where if you plead guilty or are
found guilty will mean you will have a criminal record.

Appendix 1: Attendance Codes

2024/25 Code DfE Description

/ Present at the school morning session

\ Present at the school afternoon session

B Attending any other approved educational activity
C Leave of absence for exceptional reasons

Cl Leave of absence for the purpose of participating in a regulated
performance or undertaking regulated employment abroad

C2 Leave of absence for a compulsory school-age pupil subject to a part-
time timetable
D Dual registered at another school
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J1

Y1

Y2

Y3

Authorised absence as pupil is excluded, with no alternative provision
made

Holiday not granted by the school
lliness — not medical or dental appointment

Leave of absence for the purpose of attending an interview for
employment or for admission to an educational institution

Attending education provision arranged by the local authority
Late arrival before the register closed

Leave of absence for the purpose of attending a medical or dental
appointment

Reason for absence not yet established

Absent in other or unknown circumstances

Participating in a sporting activity

Unable to attend school because of lack of access arrangements
Religious observance

Leave of absence for the purpose of studying for a public examination
Parent travelling for occupational purposes

Arrived in school after registration closed

Attending an educational visit or trip

Attending work experience

Non-compulsory school age pupil not required to attend school
Unable to attend due to transport normally provided not being available
Unable to attend due to widespread disruption to travel

Unable to attend due to part of the school premises being closed
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Y4  Unable to attend due to the whole school site being unexpectedly closed
Y5  Unable to attend as pupil is in criminal justice detention

Y6  Unable to attend in accordance with public health guidance or law

Y7  Unable to attend because of any other unavoidable cause

Z Pupil’s name entered in advance of start date

# Planned whole school closure — no session to take place

Appendix 2: example of Attendance Flow Chart (NB: this will be updated throughout year)

UCC’S ABSENCE PLAN OF ACTION.

Absent from School.

Please Log Information on Attendance Log.

I

Authrosied? No Unauthorised? _ _
Communication Anxiety/Bullying?
e b '1 Previous attachment Day1 Day1 Day1
ay i
No Action. CallHome SR Call home - Get information.
What can we offer, to make them feel
comfortable. Notify PL
1 if Peer on Peer /Mental Health
Day 2 Day 2 Day 2 /Safeguarding add to CPOMS.
Email home. ‘ Call home and email. Call home )

Add to EPOMS.
| AddtogPous. | C Day 2
Day 3 Day 3 | Day 3 Call Home. Offer support.
Phone call home. Call and email. Call Home - wv-.m nwe doto UPdate CPOMS J
5 Update, CPOMS update POMS
Day 4 v3-
Phone call hom . Day S
i Send ARNA pack home
St call wolda o Organise a meeting in school
upport l Inform SENCO

!

Call + Email- Home Welfare Call + Email - Home welfare
i Visit- CPOMS SFoMs visit - CPOMS
: S ———__
If absence continuesA —» Complete a CMIE it a_bsence Sohiinues Inform/ add to
inform Rutland form if missing for 2 fntorns Rutlan.d attendance meeting
county council/ (€7 weeks. o agenda.

13
Attendance Policy



