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l. Aims

Our school, aims to meet; its obligations about school attendance biy

Promoting good attendance and reducing absence, including persistent; absence
Ensuring enery pupil has access to full-time: education to- which they are entitled,
Acting earliy to- address patters of absence

We wills also support parents to- perform their legal duty to- ensure their childrern of compulsony, school
age attend, regularly, and, wills promote and support punctuality, i attending schools We, aim to- always
hmaﬁﬂmdanwabwabovenahmabwange&

2. Leguslahomcnd;gmdanoe

Thx&pohogt&bosed;omth@Deportment}onEdAmhms« (DfE’s) statutory guidance on working together to
school attendance 9 A 202k) and, school, attendance parental responsibility

WTMWWMMWMW%CWMMS&MW@ALW
and duties that: goenny school attendance:

2 Part 6 of the Education Act 1996

> Part 3 of the Education Act, 2002

> 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 Reg; ‘ E R ‘ 202k
? The Education (P Notices) (E Amendment) R ' 2013 and the 202k amendment
It also refers to:

> School census 9441@@
? Keeping Childrer Safe i Education

? Mental health, issues affecting a ggglés attendance: 944;@@ for schools



https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
https://www.gov.uk/government/publications/parental-responsibility-measures-for-behaviour-and-attendance
https://www.gov.uk/government/publications/parental-responsibility-measures-for-behaviour-and-attendance
https://www.legislation.gov.uk/ukpga/1996/56/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
https://www.legislation.gov.uk/uksi/2006/1751/contents
https://www.legislation.gov.uk/uksi/2024/208/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

3. Roles,ond/r\e/sponabdxhes«

3.1 The governing hoard,
The governing board, is responsible for:
> Promoting the importance of school attendance and punctuality across the schools policies and ethos
> Making sure school leaders fulfil, expectations and, statutory duties
? Regulanly reriewing and, challenging attendance data,
2 Monitoring attendance figures for the whole school
> Making sure stoff receise adequate training orv attendance
2 Holding the Headteacher to- account for the implementation of this policy
3.2 The Headteacher
The Headteacher is nesponsible for:
> Implementation of this policy ab the school
> Monitoring schoob-lewel, absences data and, reporting i to- govennons
> Supporting staff. with, monitoning the, attendance, of indinidual, pupils
2 Monitoring the impact of any implemented attendance strategies
> Referving families to- the Local, Authonityy fuxedi-penalty notices, whene necessary
3.3 The designated, senior leader responsible for attendance
The designated, senior leader is responsible for:
> Leading attendance across the school
2 Offering a clear wision for attendance improvements
? Evaluating and: monitoning expectations and, processes
2 Haring an oversights of data analysis
? Dewising specific strategies to- address areas of poor attendance identified, through data,
> Building relationships with parents/carers to- discuss and tackle attendance issues
> Delinsening targeted intervention and, support to- pupils and, families
The designated: senior leader responsible for attendance is the deputy Headteacher/SENDCO and, car be

34 The attendance officer
The school, attendance officer s responsible for:
2 Monitoring and: analysing attendance data (see section 7)
? Benchmarking attendance data to- identify areas of focus for improsements
> Providing regular attendance reports to- school staff and, reporting concerns about attendance to- the
designated, senior leader responsible for attendance and the Headteacher

2 Adwising the Senior Leadenship Team (authorised: by the Headteacher) when to- issue fixed-penalty
notices


mailto:office@bramberprimary.com

3.5 Class teachers
Class teachers are responsible for recording attendance on o daily basis' and: submitting this information
to- the school office: by Gamv and, 1.30pmv dailiy.
3.6 School, office stoff

2 Take calls from parents/carers aboub absence on o day-to-day basis and, record, i on the school

systerm

? Transfer calls from parents/carens to- the Senior Leadenship Team in order to- provide them with, more
3.7 Parents/carers
Parents/carers are expected, to:

? Make sure their child attends eery day on time

? Call the school to report their child's absence before 8.4-Oam on the day of the absence and each

2 Provide the school with, more than one emengency contact numben for their child,

3.8 Pupils
>Aﬁa\d/sd'\oobwemé/dogxomm

L Reoord.ing, attendance
L] Aﬂﬂﬂdﬂnwr\egisten

We will, keep: arv attendance register; and place all pupils onto this register.
We will take our attendance register ab the start of the first: session of eachs school day and once at the

2 Present
? Attending anv approved: off - site educationals actiniby
? Absent
2 Unable to- attend, due to- exceptional circumstances
Any amendment to- the attendance register wills include:
2 The oniginal, entry,
2 The amended entry
? The reasor for the amendment
2 The date on which the amendment, was made
2 The name and, position of the person who made the: amendment


mailto:office@bramberprimary.com

See appendis | for the DfE attendance codes.
We will: also- record:
? Whethenr the absence s authorised; or nob
? The nature of the activity if o pupil i attending an approsed educationals actisity
? The nature of circumstances where o pupil is unable to- attend, due to- exceptional circumstances

We will, keep: exery, entry on the aftendance register for three years ofter the date onv whichs the entry,
was made:

Pupils must arrive iy school by 8.4-5amy on eachs school day,

The register for the first session will, be takery at 8.50amv and wills be, kepts opery untils Gam. The register
for the second, session wills be takerv ab [pm for Early, Years and Key Stage | and, wills be kept opery until,
1ISpmu The register for the second, session will be takery ab .15 prrv for Key Stage 2 and, wills be: kept
operv untils [.30pmv

k2 Unplanned, absence
unplanned, absence by 8.4-Oam or as soon as practically possible by calling the school office, whichy s
openv from 8amv or learing o message o the: answer phone if reported earlier thar this irv the morning,
(see also- sectiorv 7).
We will, mark absence due to- physical or mental ilness as' authorised, unless the school has o genuine
concenny aboub the: authenticity of the ilness.
school wills asks for medicals evidence; such as a doctor's note, prescriptiony appointment card, or other
Wm%mWemm@MmmW@
unauthonised, and parents/carers will, be: notified, of this inv admance.
.3 Planned, absence
Attending o medical or dentals appointment; wills be counted as: authonised as long as the pupils
whe,r\e/pos:sibl& Whm’d\wwnotpos&blb ﬂwjpupd: s}wuld;beoubojﬁsdwoollkﬁﬂwnum umaumy
The pupil's parent/carer must also- apply for other types of term-time absence as far inv advance as

i %U\@WWGOMS@M5@WMW@W—WWWMW
authonrise.

b b |ateness and punctuality
A pupil who arrives late:
2 Before the register has closed will be marked, as late; using the appropriate code
2 After the register has closed will be marked, as absents using the appropriate code
Al pupils who- are late for school, (the school gates are closed) must report to- the, office with arv adult:
The adults wills sign themv using, our electronic attendance register.

L5 Fomeg;upulwxplauwdobwm



school willi

)IMM@%W@WO{\W
>Iw%ﬂwmwaﬁmdmwwdewmmdmmwwmw%m}wmw
ascertained - this will be no- later thany 5 working days after the session
further action irv ar safeguarding capacity.

k.6 Reporting to parents/carers
TMMMWWMWWWM&MWWWM This
will, be termly for all pupils:  If attendance or punctuality s o concerny additional, contact will, be made:

5. Authorised and unauthorised absence

S.1 Approaal for term-time absence
The Headteacher will only grant: o leare of absence to- as pupils during tenm time if they, consider there to-
bewcephonabwwmmAlm»eqﬁabsmmwgmfeddﬂwdemmsmmwm
lengthy of time the pupil, is authonised, to be absent, for:
Any request should be submitted as soon as it is anticipated and, where possible; ab least four weeks
Wed@&m@e}xoephonal/ummsfmwma&
o If aparent is service personnel, and is returing, from o tour of duty abroad, where it s
e  Where an absence from school is recommended, by a health, professional, as part of a parent; or
child's rehabilitation fromv a medical or emotional, issue: Evidence from medical, professionals will
e The death or terminal ilness of a close relative; only if the Headteacher is satisfied that the
o Oub of school programmes such as music; arts or sport operating ab o highv standard, of
achievement: Documentary exidence of this event; will be required:
o Religious observance - where the day is exclusively seb apart for religious observance by the
o To dttend a wedding or funeral of a close relatise if the Headteacher is satisfied that the
circumstances are truly exceptional: Leare should only be authorised, for this purpose when o



Headteacher is satisfied that there s o persuasive reasor for holding the wedding during term
° IWWWW&%HW@WMWWWWWWW
the child.

o Traveller pupils tranvelling for occupational purposes - this comers Roma, Englishy and, Welsh,
GWIMMSMTWSWW@W@W@MCMWBW
(occupational boaty dwellers) and News Trarellers. Absence may be authorised, only wher o
school bub it ts not knowsn whether the pupil is aftending educational provision

Mental, Healthy and, Wellbeing Days
WMWWMWMQWLWMwMWW@mMm/MMW
%SWPMO}AC@S&(SPOA)MMW@W@W I}@secondd.agl&r\eqqﬁsted/
m%memmmemwmspOAWWWMW
5.2Legal:sanoh’on&

school, where the dﬁ;’ldi&%ﬁwmpulsoqy sch,ool;ag&
FUxed/Penalhd/Nohm(FPNs/)mg@n@mﬂ;&,lﬁ@uﬁdwhmﬂ\mhmbeawatleastmsesswn&o}
unauthonised, absence fromv school withiny o recorded, 10 school weeks period: Howerrers there ares some
We will, consider:

>Thommbevq§unauﬂnmwed:ab5€nmow4mmg;w&ﬂwmwmlhngamdﬂnww
>Whmmwdudedpupbw}oundwapubhoplm@mgs&o®hmmw¢hmt@wmm
FPNs are issued per parent; per child and are an alternatise to- prosecution: This gives the parent: an
opportunity to discharge their criminal, liability by paying a fine of £120, which must be paid, withir, 28
dmé,&Inﬁgmbpwé/ﬂweFPNwdhmmdmé&fhemounbl&nedupedﬁoﬁéO.
WhmFPNshmnotbvamdwdhmﬂw28doH&U\ebmbwﬂw%bgdem&dmpmmm%§0hU\e
oniginal non-attendance; not for the non-payment; of the FPN. Further information on legal action that
m&mmMWmGOV.UK.AMWMMWWWWw

arv Inwestigating Officer:
PWWWWW%W&MMM@WWMW&BMW%
more; & FPN may, not be deemed, suitable. Instead the matter may be brought directly before the court.

6. Aﬂxmdanoemonih){v\g,

6.1 Monitor‘ing,oﬂ'ﬂ\dunoe
The school willi

>Mmmmmd@W-WWMMmﬂwmm®m


https://www.gov.uk/school-attendance-absence/legal-action-to-enforce-school-attendance
https://www.westsussex.gov.uk/education-children-and-families/schools-and-colleges/school-attendance-and-behaviour/school-absences/role-of-the-investigating-officer/

2 Tdentify whether o not there are particular groups of children whose absences may be o, cause for

concemnv

Pupil-lenel, absence data, will: be collected eachs termy and, published at: national, and, locals authonity, lenel

through the DfE's school absence national, statistics releases. The underlying school-lemel absence datas is

6.2 Anﬂlg&ng/aﬂﬂldatmw@pumw

The school willi

6.3 Usm;g/dﬂfﬂ;founptmﬁeaﬂ,endanwand;punmw

The school willi
>U%dmwmmmmm%mmqﬁwmmwwplmwmwmw

6.4 Redmng;pef\swtenband;s&mabwm

Per\sisfmbobwwwwhﬂ‘@azwbmmm% Of\mo{\oqjisd’woh andswmabsenml&whma;puplb
misses 50% or more of school
The school willi
)U%WW%MMWM%WMWW
our DST (DWSWTWWM)@U@WWW@&WMMWWW
support for- these pupils.

engagﬂnmbatsd\oob
>Pwdeam®s&wwd@wppmtmwmﬂ\ebmwmwaﬁ:endmw

/. Polwmombormg/m\ronganent&
This policy will be revienved as guidance from the local authority or DFE s updated; and, as' o minimurm
onnuaﬂgbg;fh&Headbeaphm Atwwwmmmwwwwwm

8. Links with other policies
This policy links to- the following, policies:

2 Behawiour policy



Appfmdjbohabbendunwcodw

The following codes are takerv from the DfE's guidance onv school attendance.

/ Present, (am) Pupil s present: ab morning registrotion
\ Present (pm) Pupil is present; abs afternoon registration

L Late arrirsal, Pupil arvives late before register has closed,

B Off-site: educational, actinity mi:ww%omm@
D Dual, registered, mwagmmﬂwm
J Trberuiem mmw«ﬂww

Vv Educational trip on wisth mewmmmw
W Work experience Pupil s on o works experience placement

Authorised: absence

Pupil, has been granted o/ leave of absence due




Pupil has been excluded but no- alternatine

E Excluded

proaision has been made
H Authortsed, hol Pupal,ha&bwuallowed;togoomhohdog,dxw’w
I 1 School, has beer notified that o pupil, will, be

absenty due to Uness

M Medical/dental; appointment, Pupil is atz o medical or dental, appointment;

R Reliai l Pupil is taking part irv o day of religious

T Gypsy, Romas and, traveller Pupil, fromy o trameller community is trarelling,
Unauthorised, absence

G Unauthorised, holiday Pupll = ons o holiday thal wos. ol approved by

Pupil is absent for an unknows reasor (this
code should, be: amended, when the reasorv

N Reasor nots prosided, emerges; or replaced with, code O if no- reason
for absence has beer prosvided after a

0 Unauthor | School, is not satisfied, with, reasory for pupils

V) Arvisals after registration, Pupil, arvived, ab school after the register closed,




Nob, required: to- e, iny school

Unable to- attend due to-
exceptional circumstances

Planned, school closure

Pupil of non-compulsory school age is not
required to- attend,

School site is closed; there is disruption to-
bwd/a&@mdbo(ﬁalocal/nahmabm\gen%
or pupll is irv custody

Register set, up but, pupil, has not yet joined: the
school

Whole, o partial school closure due to half-
tern/bank holiday/INSET day
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