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Expectations

At our school we will work with families and other relevant agencies to the end of pupils having high rates of school
attendance. This means we will:

» Expect — Aspire to high standards of attendance from all pupils and parents and build a culture where all can, and
want to, be in school and ready to learn by prioritising attendance improvement across the school.

» Monitor — Rigorously use attendance data to identify patterns of poor attendance (at individual and cohort level) as
soon as possible so all parties can work together to resolve them before they become entrenched.

« Listen and understand — When a pattern is spotted, discuss this with pupils and parents to listen to and understand
barriers to attendance and agree how all partners can work together to resolve them.

» Facilitate support — Remove barriers in school and help pupils and parents to access the support they need to overcome
the barriers outside of school.

« Formalise support — Where absence persists and voluntary support is not working or not being engaged with, partners
should work together to explain the consequences clearly and ensure support is in place to enable families to respond.
This may include formalising support in some circumstances.

* Enforce — Where all other avenues have been exhausted and support is not working or not being engaged with, enforce
attendance through statutory intervention or prosecution to protect the pupil’s right to an education.

Our school’s processes for attendance:
At Asterdale Primary School we have the following processes:

The school’s day-to-day processes | The school office contact families of absent pupils

for managing attendance Schools will request a reason for absence on a daily basis
School sends home herringbone charts from Integris for pupils involved with
EWO

The school must keep the register open for 30 minutes after the start time.
The school will look for patterns in attendance — where attendance may be
high, but their attendance is poor on specific days. See appendix for letter
proforma for this.

How to inform the school of an Parents must Telephone the school office in a timely manner in advance of the
unexpected absence school day where possible

Parents can also user School Dojo as a secondary back up to report absence
How to request a leave of absence | See appendix for proforma.

for a pupil School will only authorise absence for appointments if evidence is provided.

The name and contact details of Headteacher, Mr David Evans
the senior leader responsible for School Learning Mentor

the strategic approach to
attendance in school.

The name and contact details of School Learning Mentor
the member of school staff who 01332 662323
parents/carers should contact
about support for attendance on
day-to-day basis (this may be the
same person as the strategic lead).

How the school promotes and School highlight good class attendance in a weekly assembly, the reward is a
incentivises good attendance. trophy for the week and a treat determined by the class teacher
School give an end of academic year 100% attendance award




EWO service
The school buys in support from Derby City’s Education Welfare Service who provide an Education Welfare Officer

(EWO). This services means:

The school gets a visit every half-term, at which the EWO and school will draw up a list of children causing a
concern. The required actions will be discussed and agreed.

The EWO Officer will usually get involved with pupils whose attendance is below 90%

The CEO of the trust will meet with the EWO manager to review the quality of the service received by the
school on a termly basis.

Where fines are issued to parents/carers, this will be carried out by the EWO.

Where there are concerns about a child’s attendance or concerns for the welfare of a child the EWO will be
requested by the school to visit the home

Home visit requests outside of the referral process may be undertaken where a child has not
attended for 3 school days and there has been no contact from parent. Details including school’s
concerns and any known risks associated with the property should be shared

Different levels of attendance

% of sessions attended | What attendance at each level means

Above 97 Attendance is good.

School highlight good class attendance in a weekly assembly, the reward is a
trophy for the week and a treat determined by the class teacher

95.1-97 While attendance at this level is not considered to be particularly high, it is

unlikely that there will be any concerns for pupils at this level.

93.1-95 Attendance is lower than it should be in most cases. The school will not usually

intervene at this point, but parents/carers should be mindful that most pupils
should have a higher rate of attendance and the school, will be tracking carefully
pupils at this level of attendance. The school may no longer approve absence for
illness unless evidence? is submitted.

90.1-93 In all but a few cases, attendance at this rate is too low. School will make contact

to raise concern (see appendix for proforma) and offer support. School will
actively consider no longer approving absence unless evidence is submitted.

75.1-90 This is classed as persistent absence. The school will consider accessing support

from the EWO service.

50.1-75 When attendance is at this rate the school will inform parents that their child is at

danger of severe absenteeism (see appendix for proforma). A meeting will be
held. The school will almost all cases access support from the EWO service.

Below 50 This is classed as severe absenteeism. The school will prioritise support

(including from the EWO service) for any pupils with attendance at this level.

The school may take action from the table above, even if the level of attendance hasn’t been reached, if the school is
concerned about the child’s attendance.

Part-time timetables
All pupils of compulsory school age are entitled to a full-time education. In very exceptional circumstances, where it is
in a pupil’s best interests, there may be a need for a temporary part-time timetable to meet their individual needs.

! Evidence may include correspondence from doctor surgery, prescribed medication, evidence of appointments. For more
examples see appendix for letter with “no longer authorising without medical evidence”.



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

Penalty notices

Penalty notices are served on parents as an alternative to prosecution where they have failed to ensure that their child of
compulsory school age regularly attends the school where they are registered or at a place where alternative provision
is provided. Penalty notices can be used by all schools (with the exception of independent schools) where the pupil’s
absence has not been authorised by the school and the absence constitutes an offence. Penalty notices can be issued to
each parent liable for the attendance offence or offences, which should usually be the parent or parents with day to day
responsibility for the pupil’s attendance.

Penalty notices may also be issued where parents/carers allow their child to be present in a public place during school
hours without reasonable justification during the first 5 days of a fixed period or permanent exclusion. The parents/carers
will be notified by the school at the time of the exclusion the days that the child must not be present in a public place.

The school adheres to Derby City’s Local Authority’s Code of Conduct for issuing penalty notices.



Roles of different people/groups
Parents are expected to:

All pupils

Ensure their child attends every day the
school is open except when a statutory
reason applies. Notify the school by
9am through telephoning the school
office when their child has to be
unexpectedly absent (e.g. sickness).
Only request leave of absence in
exceptional circumstances and do so in
advance using the form in the
appendix. Book any medical
appointments around the school day
where possible.

School is expected to:

Have a clear school attendance policy
on the school website which all staff,
pupils and parents understand. Develop
and maintain a whole school culture
that promotes the benefits of good
attendance. Accurately complete
admission and attendance registers and
retain these for three years from the
point of data entry. Have robust daily
processes to follow up absence. Have a
dedicated senior leader with overall
responsibility for championing and
improving attendance. Mr David
Evans, Headteacher and also the
Learning Mentor. The school can
record an absence as unauthorised if
there it is reasonable for the school to
doubt the reason given.

Those responsible for governance? are
expected to:

Take an active role in attendance
improvement, support their school(s) to
prioritise attendance, and work together
with leaders to set whole school
cultures. Ensure school leaders fulfil
expectations and statutory duties.
Ensure school staff receive training on
attendance. School attendance will be
reported to Local Governing Boards on
a termly basis, with the Board of
Trustees’ Education Committee
receiving an termly report on all
schools in the Trust to identify
common issues and barriers and ensure
effective practice is shared between
schools.

Local Authority/Education Welfare
Officers are expected to:

Have a strategic approach to improving
attendance for the whole area and make
it a key focus of all frontline council
services. The EWO team will work
with the school to remove barriers to
attendance. A named point of contact
will be provided.

2 The Board of Trustees is responsible for governance, however some duties are delegated to Local Governing Boards. See the Trust’s Scheme of Delegation for more information.



https://www.odysseyct.org.uk/scheme-of-delegation/

Pupils at risk of becoming

persistently absent
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Work with the school and local
authority to help them understand their
child’s barriers to attendance.
Proactively engage with the support
offered to prevent the need for more
formal support. Parents can contact the
school Learning Mentor.

Proactively use data to identify pupils
at risk of poor attendance. Notify all
parents/carers whose child’s attendance
is below 95% Work with each
identified pupil and their parents to
understand and address the reasons for
absence, including any in-school
barriers to attendance. Where out of
school barriers are identified, signpost
and support access to any required
services in the first instance. If the
issue persists, take an active part in the
multi-agency effort with the local
authority and other partners.

When receiving termly attendance data,
Local Governing Boards review the
numbers of pupils whose attendance is
between 93% and 90% and ensure
school leaders focus support on the
pupils who need it. Trustees’
Education Committee to receive report
on numbers of pupils across the trust
whose attendance is between 93% and
90%.

Hold a termly conversation with every
school to identify, discuss and signpost
or provide access to services for pupils
who are persistently or severely absent
or at risk of becoming so. Where there
are out of school barriers, provide each
identified pupil and their family with
access to services they need in the first
instance. If the issue persists, facilitate
a voluntary early help assessment
where appropriate. Take an active part
in the multi-agency effort with the
school and other partners.

Work with the school and EWO to help
them understand their child’s barriers
to attendance. Proactively engage with
the formal support offered — including
any parenting contract or voluntary
early help plan to prevent the need for
legal intervention.

Continued support as for pupils at risk
of becoming persistently absent
through EWO and where absence
becomes persistent, put additional
targeted support in place to remove any
barriers. Where necessary this includes
working with partners. Where there is a
lack of engagement, hold more formal
conversations with parents and be clear
about the potential need for legal
intervention in future. Where support is
not working, being engaged with or
appropriate, work with the local
authority on legal intervention. Where
there are safeguarding concerns,
intensify support through statutory
children’s social care. Work with other
schools in the local area, such as
schools previously attended of pupils
and the schools of any siblings.

When receiving termly attendance data,
Local Governing Boards review the
numbers of pupils whose attendance is
below 90% and ensure school leaders
focus support on the pupils who need
it. Trustees’ Education Committee to
receive report on numbers of pupils
across the trust whose attendance is
below 90%.

As part of the service level agreement,
focused case work for pupils below
90% where required. Work jointly
with the school to provide formal
support options including parenting
contracts and education supervision
orders. Where there are safeguarding
concerns, ensure joint working between
the school, children’s social care
services and other statutory
safeguarding partners. Where support
is not working, being engaged with or
appropriate, enforce attendance
through legal intervention (including
prosecution as a last resort).
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Support for

attendance)

Work with the school and local
authority to help them understand their
child’s barriers to attendance.
Proactively engage with the formal
support offered — including any
parenting contract or voluntary early
help plan to prevent the need for legal
intervention.

Continued support as for persistently
absent pupils and: Agree a joint
approach for all severely absent pupils
with the local authority.

Regularly review attendance data and
ensure school leaders focus support on
the pupils who need it.

Continued support as for persistently
absent pupils and: All services should
make this group the top priority for
support. This may include a whole
family plan, consideration for an
education, health and care plan, or
alternative form of educational
provision. Be especially conscious of
any potential safeguarding issues,
ensuring joint working between the
school, children’s social care services
and other statutory safeguarding
partners. Where appropriate, this could
include conducting a full children’s
social care assessment and building
attendance into children in need and
child protection plans.

cohorts of pupils

NA

Proactively use data to identify cohorts
with, or at risk of, low attendance and
develop strategies to support them.
Work with other schools in the local
area and the local authority to share
effective practice where there are
common barriers to attendance.

Regularly review attendance data and
help school leaders focus support on
the pupils who need it.

Track local attendance data to prioritise
support and unblock area wide
attendance barriers where they impact
numerous schools.
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or SEND with poor attendance

Support for pupils with a

social worker

Monitor

Work with the school and local
authority to help them understand their
child’s barriers to attendance.
Proactively engage with the support
offered.

Maintain the same ambition for
attendance and work with pupils and
parents to maximise attendance. Ensure
join up with pastoral support and where
required, put in place additional
support and adjustments, such as an
individual healthcare plan and if
applicable, ensuring the provision
outlined in the pupil’s EHCP is
accessed. Consider additional support
from wider services and external
partners, making timely referrals.
Regularly monitor data for such
groups, including at board and
governing body meetings and with
local authorities.

Regularly review attendance data and
help school leaders focus support on
the pupils who need it.

Work closely with relevant services
and partners, for example special
educational needs, educational
psychologists, and mental health
services, to ensure joined up support
for families. Ensure suitable education,
such as alternative provision, is
arranged for children of compulsory
school age who because of health
reasons would not otherwise receive a
suitable education.

Work with the school and local
authority to help them understand their
child’s barriers to attendance.
Proactively engage with the support
offered.

Inform the pupil’s social worker if
there are any unexplained absences and
if their name is to be deleted from the
register.

Both at Local Governing Board level
and Trustee (Education Committee)

level, attendance data on pupils who
have an allocated social worker.

Regularly monitor the attendance of
children with a social worker in their
area. Put in place personal education
plans for looked-after children. Secure
regular attendance of looked-after
children as their corporate parent and
provide advice and guidance about the
importance of attendance to those
services supporting pupils previously
looked after.

Schools regularly update parents on
their child’s attendance. Report to all
parents/carers termly on their child’s
attendance rate.

Ofsted considers schools’ efforts to
improve or sustain high attendance as
part of inspections. Multi-academy
trusts regularly review attendance data
and support schools.

DfE Regions Group considers multi
academy trusts’ efforts on attendance
as part of decision making. Ofsted
considers governing bodies’ efforts as
part of inspections.

DfE Regions Group monitors local
authority efforts as part of regular
interaction.




Appendix: Proformas
Click on the link below to access the follow letter proformas. Do no edit until you have downloaded them:

Head Teachers Request for Penalty Notice.doc

Schools response to Holiday request.doc

EWO Guidelines for Penalty Notices.doc

Attendance concern 93-95 percentage.doc.

Attendance concern 90-93 percentage.docx

Attendance concern less 75 percent.docx

application-for-leave-of-absence.pdf

No longer authorising without medical evidence

Letter informing the parent the EWO may be contacted

Letter informing the parent the EWO has been contacted

Letter for where there is a pattern of absence



https://odysseyctrust-my.sharepoint.com/:w:/g/personal/i_dewes_odysseyct_org_uk/ER0hspAixC9DsPgsbt8DPlkBInLt5tGFLbGBRrzwwHkpKw?e=gdYnlg
https://odysseyctrust-my.sharepoint.com/:w:/g/personal/i_dewes_odysseyct_org_uk/EbShTai9j9BGtMKcihTzEZMBIHsj0MfrHPwIOuv3K5aW4Q?e=g0a43p
https://odysseyctrust-my.sharepoint.com/:w:/g/personal/i_dewes_odysseyct_org_uk/EQoQXBzTbHhCmS9bfVEiEPgBhJs5qWf3F32onYb_WzDanQ?e=AqiDgn
https://odysseyctrust-my.sharepoint.com/:w:/g/personal/i_dewes_odysseyct_org_uk/EV5u-0PrRitKhWe7NzRvlPQBzY-0Pxxc_sfxJyM8zgVf2g?e=R3pp3x
https://odysseyctrust-my.sharepoint.com/:w:/g/personal/i_dewes_odysseyct_org_uk/ESd9DvBahWVAtBbM8lPUKPgBXJ1Rv5FABozWsKRJJVp0Yg?e=FL0c60
https://odysseyctrust-my.sharepoint.com/:w:/g/personal/i_dewes_odysseyct_org_uk/EYrHeY8jzmVEl7qry-_rKlMBu2S9B8bq5Kr4q0iAx58c6w?e=qGV1gx
https://odysseyctrust-my.sharepoint.com/:b:/g/personal/i_dewes_odysseyct_org_uk/EVvR_mpZa_NIkkLj7vgdkFMBybVY6rYaTKp2OtztjTgOaA?e=6HRc8P
https://odysseyctrust-my.sharepoint.com/:w:/g/personal/i_dewes_odysseyct_org_uk/EZ4X7PxDY11PjJKBZ4o58ZABSuAlWJzKJ17WF3s0UfWE8g?e=NKhYIo
https://odysseyctrust-my.sharepoint.com/:w:/g/personal/i_dewes_odysseyct_org_uk/EUw8pEPuixRGnGr7Ujp18kkB8XucrOIZz1v-442zQQy9ow?e=5UN2KX
https://odysseyctrust-my.sharepoint.com/:w:/g/personal/i_dewes_odysseyct_org_uk/EUw8pEPuixRGnGr7Ujp18kkB8XucrOIZz1v-442zQQy9ow?e=5UN2KX
https://odysseyctrust-my.sharepoint.com/:w:/g/personal/i_dewes_odysseyct_org_uk/EUw8pEPuixRGnGr7Ujp18kkB8XucrOIZz1v-442zQQy9ow?e=kMnfGg
https://odysseyctrust-my.sharepoint.com/:w:/g/personal/i_dewes_odysseyct_org_uk/EeuuNXNMAntCmjBYVT-FFKgBslhqNsXMbUnwlz1hbV_hOg?e=BKQ8mB

