Our Vision and Values

‘Come as you are and leave at your best’

‘We are a family, who learn how to flourish and then fly high.’
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Our Aims
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50 lessons
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Attendance is emeryones responsibility. bub the teams of people belowr will be

Our Attendance Team

t

Head Teacher - Mrs Nicola Bennett
nicola.bennetto 1 schuuks

Deputy Head, - Mrs Rebecca Petrie - Athendance: Champion

Familg;and;AﬂmdmmChmnpiom— Miss Rebeccas Lee
Rebeccas Lee - n&mk@mﬂmmw\‘m

Learning M— r\& Jo Cattell
JmCoﬂﬂbmﬂ@.Ms&uu&

Operational and, Logistics Administrator - Mrs Karerv Pinder - Attendance Datas
Kmpmdﬂ@mﬁ@.md{@sduuk

Receptionist/ Administrator - Mrs Sonias Ambler - Contach for first day absence. register and, code

Samaira Noreen - Attendance Irrw*ovemmb O . r\adford; Councils Attendance and, Suppor\t Tearmy
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the, process

- Cneai'fj@wwmmd;weicormngzwmm

- Delwenawwhmatmgandsﬂmlahmgwmwlum

- Continue to offer support to families to- omercome barriers to- promote better
attendanw([:or\auad\ddxm

- Create bespoke attendance programs and, offers for those children, unable to-
attend all sessions diue to SEND or medical needs.

- Remowe barriers for pupils and give support to- resolie,

- IWMWWWWWW

- Celebrate successes wher attendance has i
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circumstances.

- Adhenej’totfw Br\adJ;or\d/ Attendance Charter

We;osk,parent&to'
Ensure their child, attends school every day,. on time wher they are fi and,
well
- Inform us W830mmﬂ1&schoobqﬁlw%thw&uldw%mdunabl@to
attend and, keep: the school
- V\/hﬁr\epos&ble mak@appomhnent&ouboaﬁschoobhoumond/qlt}u&w

Not books or abroad in termu time,
Applgz(ﬁor\pamw&om(ﬁor\leawo({;obzsmw ' circumstances;
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We ask our childrer to:
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Incentives and Rewards for Good and, Improved, Attendance

° Tmmwwwmwﬁh@mm
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year:
e Each class will have arv attendance chart to- record whole class attendance
eachy week,
. Cwmmwmwwwhmwm
aregood:aﬁ:enden&tore&eiueapﬁmor\a/tr\eab
. Thebig,lOOl Pupl&whohmaﬁendedsdxoobﬁo&l@@%o}ﬂn&gww&
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Pass.

Kexé/ln‘gmmai‘imand;Dag/’to Dmg/ Processes

Registration
Scﬁod&mneqpmedtotakewregmimabﬂwem%ﬁwdnmommgs&smmdob
the start of each afternoon session using a seb of registration codes. (See
Appendiro ). Pupils should be iy school prompt ab the start of their school day, to

Compulsory School Age
Pupl&mwwﬁwschoobag@ﬂ\et@mo}tenﬂw@gmMS years old.
notaddmssed:undeﬂWonkmgTogeﬂwtoImpmechooLA’d&ndaanOZL and,
the ‘Staged Intervention, Model

Absences - Authorised, and Unauthorised,
Th@AdJmmisunthmdabsmmdw@ Ioﬁmxé/puprwabjsmb’d’w

must showr whether the absence was authorised or unauthorised. The school must
beuw}mwnedo}@chddsabsmwb%tdep}m@wlbwm&sag&wﬂ\ammoa%w
by 8.30am. Where there has been no contact made and, an unauthorised, absence
nepm\bthmtothﬂFwniigand,Aﬁmdaanhmpm If contack cannot be: made.
o home visit will take place (See Appendin 2). Where o reasorv for absence cannot
be@xplmnedwd‘hmhuoweak&munouﬂwf\sed;codawlbbeused




LMBWRWCMMLMA&@PRWCM
Th&AdJmmsh\oi'o{\unle\d;laberws&dwbé/A pup&wmmg/oi}sd\oobaﬁﬂ\
ngmwmmmdbe}m@wmdose&abqﬁmwﬂb@mrd@a&
late: Any pupils arriving late to- school after 915am will be recorded as arv
WWWM@WWW%MWMMW
parent/carer dropping them off fills inv as reason for lateness formu (Appendis 3)
FWMMWWWMWWLMAWS
IntexwenhomAppnoodw Stag,eﬂ A[:ter\Sses&on&Lab&azleiter\uﬂlLbesenthom
FWWWWMMWWLMAWSW
Intervention Approachy Stage | and Stage 2 for unauthorised absences.

oub%ﬁschoobhouwloﬁﬂu&wpx\ovmg/ [l ibwodmised/t}\atﬂ\@pupxbt&

registration: If o child, has to- attend, o medical, appointment; i school, time, school

IUness (not Medical or Dental, Appointments)

O8.3Oamdmh3/. Thesdwoobsugg&tparent&(ﬁouowadmmﬁom UK Healthy Secumhé/
Agency Should I k&pwchdd;oa%ﬁsd\oob(SeeAppmdLmL)

Ioﬁalpupr compulsomgs&wobageha&mssedﬁdmg&onl&mpededtomm&
5 days of school v o school year ' or '
a/swknee&r\ebum L&wtomohmibgnecﬂ»edbgtheLocoLAuﬂ\oN@ This s to

Pupils with, Medical. Conditions or SEND




school attendance.
WW@W&WWWMMWWMM%W
Wwwwmmm-wmbmmwmwbﬁ@

R@gm' Observance
Ioﬁ pxipxbwobsa\tduefo@dag/sebopw\t}oo@gmwobwvm therv the absence canv
be authorised: up to 3 school days a Sohoobcammlgmecor\d/auﬂ\omsed/ab/senw(ﬁm

from the: religlous body,

Pupil&Pwhdpohng,WomAppnoved;EdumﬁonoLAd‘iMh{y— attendance code
r\ahmeandsupﬂwedbg/az m%mmwm%
Tmmmaw\&ww%wmm%ﬁwm

Pupils Participating v o Regulated Performance - authorised absence code
AWWWW@WWQ&MW@W%W
TN&@@%M&WM%WM@W@M%M%
of the school: Where a, local, authorifiy license specifies dates. o leave absence wills be

Termv Time Hohdmwond;TNn&
deoobha&oppx\ommi'dg/B week&hohdo%/eﬂdmg,eon wamt&mm;m.gedtotoke
hohd.ag&dwvgﬂu&pﬂ\od Fanuhwdonothame@mghtfomkaf}wmduldmoubc%s&w&

Fon purposes of family holidays or trips. Statutory Guidance instructs Head: Teachers
NOT toauﬂ\or\/sehohdag@andtmp&wtamhnw
G
A

Leo/ve Abzsenoe/
ing termv time.. These may, be obtained, from the school, offices or website, -
Pwer&&uﬂlLbeWuﬂﬂva7 s&mbdag&o&fowhei‘hepth@req/uestha&bwv
authonised, or unauthorised, with, s reasorv for the, decision and the impach this will hae
orv the child's attendance. Pexmxs&om}o%ﬂu&bgpeo&obsmwmlbonbgb&gmnﬁedwﬂwj
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Data, Sharing and, Tracking of Attendance.

Poor\oiiemdonoejt&hobimob pxwenhomond/eorl%/mbenvenhomwum Regulmdai‘@

The school willi
Collect attendance data from SIMS and, share this' automatically, with the Local
Auﬂmcmbé/ondDFE.
Momtonond/anabéseweekbé/aﬁ‘fndanwpaﬁ'ﬂmw@fra\d&
oppx\opxwi'emtm\mhmhnkad ounoi:tendoncemon&mmg/model;
Meet, ot least termly withy anv Attendance Improsement; Officer fromy the Local,
Authoritiy for o Targeting Support Meeting to share this data and, analysis.
Smmmmmmmwmwwbﬂw}mw
the pupil:
Provide Social, Workers and/or 7 outh, Offending Team workers details of any
unf/qﬂairwdab/sm

Removal of a ' roll

The school carv delete pupils from rolls if o pupil has had, unauthorised, absence for a
continuous 20 school days and there are no- reasonable grounds to believe the pupil, will
otbendogmm TheschoobaneodmsedwhnemﬂnfheChdd;mMmmg;Edumﬁom
for this reasorv to- the Educations Safeguarding Service who- will make additional enquintes




MAMUWLW%AWDM
Term Time - Denalh(yNohoe/slond;Pr\osewhon;

The school adheres to the Stoh,d:omg/ Guidance \/\/onkmg; Togd‘her\{b Impx\ove School
Attendance 2021,

Parents/carers should, fll iy o leane of absence request, form amailable from the school

o&&wandomﬂwsohooL&webs&eTh&sdwoboon&dﬂ\s} request and, whether
circumstances are present, TMMMLWMWW@UW7

days whether the, absence wills be: authorised, or unauthorised and; if unauthonised the

The school, carv retrospectively send o refusal, of leane letter including details of howr they

Arv unauthorised leanve of absence of 10 school sessions (5 school days or 10 lates ofter
r\egiﬁfx\ahomdosw)or\rrwr\ebmamolhngm week/peﬂodwdlme)sulblmazpa'\olbé/l\]oﬁw
being issued by the Local, Authority,

PWNM%WWMM%MW@W Prosecution
carv lead to- a fine: and, o criminal, record, for parents failing to- ensure that, their child, of

Themammumamounboaﬁpa'\albé/No’(w@&whdw be issued by the Local A

Zwo;r\ollm936 moni:hpemod 39@01\5/ W@MWW@W%LMAW
wilb use: another tool amailable to- themy suchy px\oswihomand/a;(ﬁmemﬂd@

I\/\ogusi‘x\oi:e& Court,

A separate Penally Notice would, be issued to- each liable parent for each child orv as case
bg/ccusebo)sus/The}u&tpmlbé/Nohww£|60mdmdumdto£8OL}poidw{ﬂqm2|dag@
of receipt, to £160 i paid, between 2| and, 28 days. The second, penalfy, Notice s
£160 to be paid, within 28days. The Penalty Notice is paid; directly to-the Local, A

and parent/carers carv be prosecuted, if the: Penalty Notice isnt paids within 28 days: There
ts no- optiory to- appeal; o Penally Notice.

The above strategy is only applicable if a pupls attendance has nobt beer belour 80% (20

sessions, [0 sdnoobdag@ umﬂqejlast@week&ThejLocoLAuﬂ\m\bg/ha&oddLhonaLlegaL
opbon&wt?wﬁewwmsfﬂnce&foaddm&@ﬂﬂ\dedandmepwtedabserm

TMMAMMMW%WMPW@NMWW
following circumstances. This is Stage 2 of the staged, Interventions Approach detailed,
below



- A continuous pertod of unauthonised, leare of 20 school days (L.O sessions) or more
- Tmonmmpaiod&oaﬁunmﬂwmiﬁed/leowetdblhngzo schoobdag@(ho sessions)

or more withiry o 12 month, period: A period, of leamve across two half terms wills be,



Sb‘oieqwﬂo'f\Addres&no Poor. Persistent, and Semere, Attendance, -
Suwort First and, the, L ocal, Authorities S’faa,ed: I ntervention
Approach.

Sc}on&SupportOwﬁfen
Gmmmmmmmn&oﬂwmmm
r\dﬂ\si'andmg/bw\f\a\& goodaﬂendonwand/ag»wng/madlm&’tooddpes&

Urmwa/munwmsetbgzﬂwsdwoh Theschoobwdi/addree&wuwsd’\oob
boxM&toaﬁ:endormwmdthwtﬂ*we@wb&pokeappmadwtomdimduaL
W&Whﬂ%b@#\mmmd&qﬁﬂwsd\oob&ww U\eg;wtll,wor\kzwtﬂv
Wmm@w@&@%wmwmww

IOC WL&OMOML&dX‘OPPAﬂg;dOS@thS/ the/schoobwdl/send/o/do(}o
message or carers to alert them to- this. Ioﬁaﬁ:mdanceconm&
pﬁnastond(ﬁall&be)tumqo g45%. ﬂws&w&uﬂh}ouoursmgem%ﬁﬂwsmgﬂd
Intervention Approach

Childrerv withy attendance belour 0% w@wmaddﬁmdsupporttoreﬁuwﬂ\m

boover\QO/ The school wills listerv ands understand, the barriers to- attendance and
ﬂwhﬂpﬂwbwwmlabletowo@ﬂws&wnmm EWHdp ). The

any concems: Th@sdwoobwdbmmmthempa&odﬁang/adlm&omaﬁﬁndanw

LWAWSWIMMAW—S%WLMW\&

Stage: One Intervention - Adamisory for Schools
4O - 95% Attendance over a 12 week pen
Up to 19 days of school missed and, approximately 100 lessons

If aftendance falls below 95% over a/ 12 week period: the school willi

-Make parents aware of this and, work withy parents to- address any missing,

mw\k&and/morui:or\andzsupport([:onz weeks.

-Send, 'school letter [ if no- improvements are seerv and there are

rms&ngzmw\k&or\unauﬂwmsed/absence&and/momtonafohz weeks

-SM'WWZ'%MWWWMWWW
carers to arv Aﬂ‘,endmwSuppor\tM '

-Sendschoobleﬁ'en ‘Med - L}poﬁﬂmqﬁdlnes&andmedxmbabsenwmstand)




-Escalatej’toStag,eZ IWMWWPWNWL}U\%@M
or no- medical emidence receinved.

Stage Two Interention - Mondabowé/ School Interention
80%- 90% Attendance
85% - 29 d.agﬁyandJSO lessons
80% = 38 d.ag&andZOO lessons

I([;atl'ﬁndanw([:oll&bdoqu% over a |2 week;penod school willh
—Is&;&WanNng/Leﬂ:aN|'mdmmutonafon3umﬁk&IoﬂAﬁmdanwt&bdow6O%
and/or\ﬂwpupil/ha&@(:hildwNeed/ChildPnobediomP[ono/Wang/Leﬂ'f»r
—Inmtejpw\enbs/tom'A’dendwaond/Meeﬂng; ond;cmnplei,eafpw\enhng/
Contract and, monitor attendance for 3 weeks:
—Amannounoed/unmnouncedzhom@w&buﬂmtakeplawtownplef@fh@
Parenting Contract if a parent/carer does not attend the '

- Thesdwobuﬂlbcompl@teﬂwzpw\enhngcm wﬂw&&ﬁeanﬁbemg/wwbl&
to meet withs the
-TheschooLuﬂchonsidenwhethena/Pewltg/NohwshouLdjb@
—Thesdwoobunlblssw'FmoLWmng/Leﬁ:@ andzcompleie’d’w Statutomé/
IWRWWS@,@TWIW







Appendwo| - Cod&D%uipthfahsﬁmLMewﬂng&
Attendance codes -
/Pmenb}onMoming;Regishﬂmm/-Pr\ejsmb

\ Present; for Afternoon Registration - Present
B Off-site educational Actisitiy Present, - Attending an educational activity that takes place outside the school,

activity) Present, - Attending arv educational activity that takes place outside the school

LLateamWaLbe}a\e/ﬂwregimwdosed- Present

P Participating v o supervised sporting activity - Present - Attending arv educational; activity that takes place outside the
school

V Educational wisity o trip - Present, - Attending an educational, activity thab takes place outside the school

W Work, enxcperience Present, - Attending arv educational actisity that takes place outside the school

Absence codes -

C Leanme of absence for excceptional circumstances - Authorised Absence,

Cl Participating inv o regulated, performance; o undertaking regulated, employment; abroad, - Authonised, Absence
C2 Leane of absence for compulsony school age pupil subjech to- o part-time timetable - Authorised Absence

E Suspended, o~ permanently, excluded ands no- alternatise provisions made - Authorised, Absence,

G Holiday not: granted, by, the school, - Unauthorised: Absence,

I Tlness - Authorised, Absence

JI Attending an interuienr for employment; or for admission to- another educational, institutions - Authorised, Absence
M Attending a medical, or dental, appointment, - Authonised, Absence

N Reasorv for absence not yet: established - Unauthorised, Absence

O Absent, in, other or unknown circumstances - Unauthorised, Absence

Q Unable to attend, the school, because of lack of access arrangements - Authorised Absence

R Religious obseruance - Authoriseds Absence

S Studying for as public excamination - Authonised: Absence

T Parent trawelling for occupational, purposes - Authorised, Absence,

U Arvived iy school after registration closed, - Unauthorised, Absence,

Other codes



D DMP@@M@WMNOS@MLMWM(NWPMWAM@

Yl UWWMW%WWWWWWWNOSMMW(NWPMW
Absent)

Y2 Unablbtoaﬁmdduefow{d@sp»ead:diaupﬁmwhwebNoSfahsﬁmLMeunmg/(Naﬂwa\PmbonAbsenb)
Y3 Unabbwaﬁendmwpwt%ﬂﬂwsdwobpmbangdosed;NoStahshcaLMeanmg/(Ndﬂwr\PmmbwAbsenb)

Yl UW%MW%WMW%WWWNOS@MMLMe,aning/(Ndﬂwr\Pr\%enbon
Absent)

Y5 Unablbbaﬁmda&pup&l&%uﬂnMJusﬁmdﬂf@nﬁomNoSfﬂﬁﬁthf\/\eaning/(Neiﬂ\mPr\esentor\Absmt)
Y6 UW%MWWWWWWWWNOSMMeﬂning;(Neiﬂder\Pr\%U\bonAb&ent)

Y7 Umwmmﬁwmmm(smwmmwmﬁmm
cause) No- Statistical f\/\e,arung/ (Neither Present or Absent)

X Non~compulsory school age pupils not required to- be irv school, No- Statistical Meaning (Neither Present; or Absent)
Z Prospective pupil not on admission register No- Statistical Meaning (Neither Present; or Absent)
# Planned, whole or partial school, closure: No- Statistical Meaning (Neither Present; or Absent)

- A&WMMNOWWMNOSWMW(NMPWLWAM) 3






AMQ&Z
Home visits
I‘menm&ha&bwvmadbbg/ﬂ\epw‘enﬂma&fouﬁ\gapupmwnotw
belowr :
onm%WWMW.mo&mmb@wmw
ooc’d\/e A’d:endunoe Team (AT) or Senior Le,odﬂ\shq:» Team (SLT).
IJ; by/ve}ud@ﬂ\ecapmusthawbu&nes&m&u\anmand/nwsb
hmbw»wwed;bg,ﬂ\esdwobBu&nes&Manag@
Atnopmnbshmddsfﬂﬂ;mtenﬂ\ehous@%ﬂwg}edubwmso{efodoso
I&sto&b&mwohdd,t&wunmedxai‘edang@ emf,r\g,encg/ser\wmnwstb@
contacted i
Aneoord,should,bekﬁpbo({;ﬂwhmww&bomﬂws&wobs '
system (CPOMs) by the member of SLT. Home visits are o useful, way of
addpes&ng/ﬂwproblm&thabbeod,topoopaﬂmdanw Howemer. since the
mxember\ooCSLT s entering private property. lbl&unpa\tanbﬂwbau/pwhwam
made;muomo({;ﬂwmle&and,procedure& SLT wlbmntmm’d\&hg}mt




Appendine. 3

ReasomJ;op Lateness

Reporting a late

5 minutes late every day = 3 days of school lost a year

Date

Time of arrival

Name of
Child/Children

Year/Class

Reason for
lateness

Name of
Parent/carer

10 minutes late every day = 6.5 days of school lost a year

15 minutes late every day = 10 days of school lost a year

20 minutes late every day = 13 days of school lost a year

30 minutes late every day = 19 days of school lost a year




Appendix 4

[ Stage ONE - Poor Attendance Staged Intervention Process

; Ongoing
' | Procedure Letter °L" sent after 5
Are there unresolved “N” 5 sessions of lateness
Codes due to absence? 5
o Y D Mo Further
es
— wi‘lh Pamnt E)
® School Letter N sent to monitor : j
parent/carer(s) -
= “N" codes changed to "0Q" if
no explanation given two
weeks after the absence School Letter 1
W oo ,z‘
e Sentto parents o& pupils whose
attendance |s causing concern (i.e.
¥ L below 92%)|dependant on school
4 EM 4 No reasons b . attendance policy.
and improved given OR the = Sent by Senior Member of Staff|i.e
attendance: reasons given Senior Attendance Champion.
Mo Further are v
Action - 2 S ' )
I ﬁ ﬁ*ﬂﬂ"m Is Absence due t
|\ 7L s toimprove y Iness/Medical Reasdns? |
,, l
Mo Further Action ﬂ
monitor School Letter MED sent if patterns of

illness and medical absence exist and no

explanation why

MNo Improvement,
concerns still
exist and no

Lm&dical evidence

received




Template Letter N

<Address>
<Address>
<Address>
<Address> <Date>

Dear <name of parent / carer>

According to our records, <name of pupil> has recently been absent from school. You will be
aware that it is the parent’s responsibility to notify the school on the first day of a pupil’s absence
to explain the reasons why the <s/he> is unable to attend school and an expected date when
<s/he> should return. Unfortunately, we have not received any contact from you.

| am therefore writing to you to give you an opportunity to explain the recent absences. Please
complete the tear off slip below and return it to the school as soon as possible. Any absence that
hasn’t been explained within two weeks will be categorised as an “Unauthorised” Absence — an
explanation of this term and the possible consequences are attached.

If you wish to discuss this letter further, please contact me on <school telephone number>.

Yours sincerely

<School Contact>

Please complete this slip and return to <location> as soon as possible.

Dates of unexplained absence:
<Dates of N Codes>

Explanation for the above dates of unexplained absence:

Parent/Carer Signature.............................. Date...........ccccoovviinni.



Template Letter 1

<Address>
<Address>
<Address>
<Address> <Date>

Dear <Name of Parent>

As part of our commitment to improving the attainment of our pupils we monitor pupil attendance
on a regular basis. During our regular monitoring of pupil attendance, we identify any pupil whose
attendance causes concern. We then issue a first Letter to register our concern with parents. We
are therefore writing to you due to <Name of pupil>’s current level of attendance:

Attendance <current attendance> %
Authorised Absence <current AA> %
Unauthorised Absence <current UA> %

The information below shows how attendance can affect your child’s future progression.

Above 97%: Less than 6 days absence a year

Excellent attendance! These young people will almost certainly get the best grades they can,
leading to better prospects for the future. Pupils will also get into a habit of attending school which
will help in the future.

95%: 10 days absence a year

These pupils are likely to achieve good grades and form a habit of attending school regularly.
Pupils who take a 2 week holiday every year can only achieve 95% attendance.

The Government classes Young People in this group as “Persistent Absentees”, and it will be
almost impossible to keep up with work. Parents of young people in this group could also face the
possibility of legal action being taken by the Local Authority.

If you have any queries or would like to talk to anyone about attendance, please do not hesitate to
contact <named school person> on <telephone number>

Yours sincerely

<School contact>



Template Letter Medical

<Address>
<Address>
<Address>
<Address> <Date >

Dear <name of parent / carer>
Since we wrote to you on <date of 1st letter>, <name of pupil>’s attendance has failed to improve
significantly and is now <attendance percentage>%. This is below what we expect and to put this

into perspective 90% attendance is equivalent to missing 19 days of school per year.

When looking into the reasons why <name of pupil> has been absent from school, we noticed that
most of the absence was linked to illness and/or medical reasons.

Due to the level of illness and/or medical absence, | must ask that if any further absence occurs,
evidence must be received by the school that shows that the pupil has been absent and is being
supported by a doctor. Some examples of evidence that could be used are: Prescriptions,
Appointment Cards, Doctor’s Notes, etc. You do not need to ask for a letter from your GP.

If this evidence is not supplied when your child returns after an illness or medical absence, your
child’s absence will be recorded as “unauthorised”.

We would appreciate your support to make sure <name of child>’s attendance improves. The
school will continue to monitor the situation and will be in touch again if it does not improve.

Thank you for your cooperation.

Yours sincerely

<School Contact>



Template Letter 2

<Address>
<Address>
<Address>
<Address> <Date >

Dear <name of parent / carer>

Since we wrote to you on <date of 1st letter>, <name of pupil>’s attendance has failed to improve
significantly and is now <attendance percentage>%. This is below what we expect and to put this
into perspective 90% attendance is equivalent to missing 19 days of school per year — your child
will spend more time at home than at school this academic year!

Ongoing low attendance is a factor often linked to low levels of academic success. It is important
that low attendance is dealt with as early as possible to prevent poor habits of attendance forming
with <name of pupil>. Poor attendance habits now will make it increasingly difficult for you to
ensure your child attends school regularly as they get older.

We wish to help <name of pupil> to improve <his/her> attendance. | would like you to attend a
meeting in school with me on <date> at <time> to discuss what we can all do to help <name of
pupil> attend more regularly.

If you are unable to attend this meeting, please contact me as soon as possible so we can arrange
another time and date to meet.

We would appreciate your support to make sure <name of child>’s attendance improves. The
school will continue to monitor the situation and may refer your child’s absence to Bradford
Council for consideration of a fixed penalty notice fine or legal action if unauthorised absence
continues to occur.

Thank you for your cooperation.

Yours sincerely

<School Contact>



Template Letter Lates

<Address>
<Address>
<Address>
<Address> <Date >

Dear <Name of Parent>

As part of our commitment to improving the attainment of our pupils we monitor pupil attendance
on a regular basis. During our regular monitoring of pupil attendance, we identify any pupil whose
attendance causes concern, including those pupils who have arrived late to school on a number of
occasions. We are therefore writing to you due to <Name of pupil>’s current number of late
sessions:

Attendance: <current attendance> %
Number of late sessions: <current AA> %
Number of “unauthorised” lates: <current UA> %

Being late to school can have a considerable impact over the whole school year. The table below
shows you just how much time can be missed over a year just by being 5 minutes late to school
every day:

5 minutes late every day = 3 days of school lost a year

10 minutes late every day = 6.5 days of school lost a year

15 minutes late every day = 10 days of school lost a year

20 minutes late every day = 13 days of school lost a year

30 minutes late every day = 19 days of school lost a year

We understand that the school mornings can be hectic, but when your child is late for school they
are missing out on vital parts of their education. If your child arrives 30 minutes after the register
has been taken, they will have an “unauthorised” late mark — this is the same as an “unauthorised
absence” - an explanation of this term and the possible consequences are attached.

If you have any queries or would like to talk to anyone about attendance, please do not hesitate to
contact <named school person> on <telephone number>

Yours sincerely

<School contact>
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Warning Letter 1 / Enforcement Letter 1

<Address>
<Address>
<Address>
<Address> <Date >

Dear <Name of Parent>
Name of Child: <name of pupil> DOB: <date of birth>
Attendance Percentage: <attendance percentage>%.

Regular attendance at school is a major focus for the Department for Education (DFE) and Bradford
Council. In an effort to improve pupil’s school attendance, schools and the council work together to
challenge parents who fail to ensure their children attend school regularly without any known justifiable
cause.

<name of pupil>’s attendance this academic year is currently <attendance percentage>%. This is
considerably below what our school, the government and Bradford Council considers to be a level of
attendance recommended for children to achieve their educational potential. Please note that parents are
advised to provide an explanation for their child’s absence. Absences through illness will no longer be
authorised without medical evidence, for example a letter from your doctor, a copy of your child’s
prescription or an appointment card.

I will be monitoring your child’s attendance for the next 3 weeks. Should there be any further unauthorised
absences | will invite you to an Attendance Panel Meeting. It is the Headteacher’s decision as to whether to
accept any parental explanation for absence. Please be aware that pupils arriving to school after the official
close of registers will be marked as ‘unauthorised absent’ unless there are legitimate reasons for your
child’s late arrival.

Every day in school counts towards <name of pupil>’s future, and | thank you in advance for
supporting <name of school> in ensuring excellent school attendance.

If you are experiencing any difficulties, or do not understand aspects of this letter, please contact me on the
above telephone number.

Yours sincerely

<School contact>



Attendance Panel Meeting Invite / Enforcement Letter 2

<Address>
<Address>
<Address>
<Address> <Date >

Dear <Name of Parent>
Name of Child: <name of pupil> DOB: <date of birth>
Attendance Percentage: <attendance percentage>%.

You will recall that | wrote to you on <date of Enforcement Letter 1> regarding <name of pupil>’s poor
attendance at school. | enclose a copy of <name of student>’s registration certificate, showing that
since (date), <name of student> has had <number of unathorised sessions> sessions of unauthorised
absence. You will notice that further unauthorised absence has occurred.

Unfortunately, <name of pupils>’s attendance has failed to improve sufficiently. <name of student>’s
current attendance is <attendance percentage>%. | am therefore inviting you to attend an Attendance
Panel Meeting. The meeting is scheduled to take place at <name of school> on <date> at <time>.
You will be asked to agree to an attendance contract to support <name of student>’s attendance at
school. If you are unable to attend the meeting or require an interpreter, please contact me as soon as
possible.

Absences through illness will no longer be authorised for your child without medical evidence, for
example a letter from your doctor, a copy of your child’s prescription or an appointment card. It is your
responsibility to ensure that you inform the school of any absences through illness and to provide the
appropriate medical evidence.

I must remind you that it is a parent’s responsibility to ensure that their children receive an education.
This is stated in Section 444 of the 1996 Education Act:

"If a child of compulsory school age who is a registered pupil at a school fails to attend
regularly at the school, their parent is guilty of an offence”.

Should you be prosecuted for failure to ensure <name of student>’s regular attendance at
school, you may be sentenced to a fine of up to £2,500 and/or a 3-month custodial sentence.

If you are experiencing any difficulties, or do not understand aspects of this letter please contact me on
the above telephone number.

Yours sincerely

<school contact>



Enforcement Letter 2A - Parent did not attend Attendance Panel Meeting

<Address>
<Address>
<Address>
<Address> <Date >

Dear <Name of Parent>

Name of Child: <name of pupil> DOB: <date of birth>

Attendance Percentage: <attendance percentage>%.

| am sorry you were unable to attend the Attendance Panel Meeting today. However, the importance of this
meeting cannot be stressed enough as <name of pupil>’s school attendance continues to be irregular with
many unauthorised absences. | enclose a copy of <his/her> registration certificate, which shows that
<name of pupil> has attended <attendances made> out of a possible <sessions available> sessions at
school; <unauthorised sessions> of which are classed as unauthorised absence.

The decision has therefore been taken to continue to monitor your child’s attendance until <date of review>.
At that point your child’s attendance will be reviewed, and if they are still causing a concern, a decision will

be made as to what further action will be taken.

The school may continue to unauthorise future absences unless medical evidence is provided. Medical
evidence may include appointment cards, copies of prescriptions, letters from specialists etc.

| continue to be available to you to offer support regarding <name of pupil>’s school attendance, therefore
please do not hesitate to contact me to discuss the situation further.

Finally, | must remind you that the Education Act 1996 states that it is the responsibility of the
parent/carer to ensure that their child regularly attends the school at which they are on roll. A
failure to do this could result in legal action being taken by Bradford Council.

Yours sincerely

<school contact>



Final Warning Letter / Enforcement Letter 3

<Address>
<Address>
<Address>
<Address> <Date >

Dear <Name of Parent>
Name of Child: <name of pupil> DOB: <date of birth>
Attendance Percentage: <attendance percentage>%.

Despite previous attempts to improve <name of pupil>’s poor attendance at <name of school> | remain
concerned at the level of unauthorised absence. | enclose a copy of <name of pupil>’s registration certificate,
showing that since (date), <name of pupil> has had <unauthorised sessions> sessions of unauthorised
absence. You will be aware from previous contact from me that you are legally responsible for the
regular attendance of your child at school.

Following a thorough assessment of this case, the decision has been made to refer your child’s poor
attendance to Bradford Council. Bradford Council will now conduct a criminal investigation and considering
whether to instigate legal proceedings against you for an offence under Section 444 of the 1996 Education Act:

“If a child of compulsory school age who is a registered pupil at a school fails to attend regularly at the
school, their parent is guilty of an offence.”

The Local Authority will be in contact with you shortly, and in the meantime, | would urge you to ensure your
child attends school regularly. If you are experiencing any difficulties or you do not understand aspects of this
letter, please contact me on the above telephone number.

Yours sincerely

<school contact>






