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The name and contact details of the Senior Attendance Champion - the senior leader
responsible for the strategic approach to attendance in our school is:

Mrs R. Freer

rfreer@oakbank.beds.sch.uk

01525 374559

The name and contact details of the school staff member pupils and parents/carers should
contact about attendance on a day-today basis is:

Mrs. J. Droshin

schooloffice@oakbank.beds.sch.uk

01525 374559

The name and the contact details of the school staff member pupils and parents/carers
should contact for more individual support with attendance is:

Mrs L Cresswell - Family Engagement Officer & Attendance Officer

Icresswell@oakbank.beds.sch.uk

01525 374559/07455 151318
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1. Introduction
Rationale

This is a successful school and every student plays their part in making it so. For our students
to gain the greatest benefit and reach their full potential, a high level of school attendance is
essential. Here at Oak Bank we are committed to providing an education of the highest quality
for all our students and endeavour to provide an environment where all students feel valued
and welcome. Every child has a right to access education to which he/she is entitled. Parents
and teachers share the responsibility for supporting and promoting excellent school
attendance and punctuality for all.

It is our duty to consistently strive to achieve a goal of 100% attendance for all children;
however, as a school our minimum acceptance is 95% attendance. Every opportunity will be
used to convey to students and their parents or carers the importance of regular and punctual
attendance. For our children to take full advantage of the educational opportunities offered
it is vital that your child is at school, on time, every day the school is open, unless the reason
for the absence is unavoidable. The routines children develop around attendance and
punctuality at school are the same as the expectations of any future employer in the world of
work. High attainment, confidence with peers and staff, and future aspirations depend on
good school attendance.

The school displays a positive and proactive ethos that places high value on attendance and
punctuality, as well as working well with parents and carers to promote good attendance.

In addition, all schools follow the DfE’s statutory safeguarding guidance, Keeping Children
Safe in Education, which emphasises the importance of understanding the potential
vulnerabilities of children who are missing or absent from education.

https;//www.gov.uk/government/publications/keeping-children-safe-in-education—2

Good attendance is important because:
statistics show a direct link between educational achievement and absence levels.
regular attenders make better progress, both socially and academically.
regular attenders find school routines, school work and friendships easier to maintain.
regular attenders find learning more satisfying.

regular attenders find transition points easier to manage.

In August 2024, the Government Published a new Guidance for maintained schools,

academies, independent schools, and local authorities; called ‘Working Together to improve
school attendance’


http://www.gov.uk/government/publications/keeping-children-safe-in-education%E2%80%932

Working together to improve school attendance - August 2024 - GOV.UK

Working Together to Improve School Attendance
The importance of school attendance

Improving attendance is everyone’s business. The barriers to accessing education are wide
and complex, both within and beyond the school gates, and are often specific to individual
pupils and families. The foundation of securing good attendance is that school is a calm,
orderly, safe, and supportive environment where all pupils want to be and are keen and ready
to learn.

Some pupils find it harder than others to attend school and therefore at all stages of
improving attendance, schools and partners should work with pupils and parents to remove
any barriers to attendance by building strong and trusting relationships and working together
to put the right support in place. Securing good attendance cannot therefore be seen in
isolation, and effective practices for improvement will involve close interaction with schools’
efforts on curriculum, behaviour, bullying, special educational needs support, pastoral and
mental health and wellbeing, and effective use of resources, including pupil premium. It
cannot solely be the preserve of a single member of staff, or organisation, it must be a
concerted effort across all teaching and nonteaching staff in school, the trust or governing
body, the local authority, and other local partners.

Successfully treating the root causes of absence and removing barriers to attendance, at
home, in school or more broadly requires schools and local partners to work collaboratively
with, not against families.

All partners should work together to:
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.

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.

LISTEN AND UNDERSTAND


https://assets.publishing.service.gov.uk/media/66bf300da44f1c4c23e5bd1b/Working_together_to_improve_school_attendance_-_August_2024.pdf

When a pattern is spotted, discuss with pupils and parents to listen to 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. This might include an early help or whole family plan
where absence is a symptom of wider issues.

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 also
in place to enable families to respond. Depending on the circumstances this may include
formalising support through a parenting contract or education supervision order.

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.

What is good attendance

The school target for attendance is 95%. In discussions with the Attendance Officer we have
introduced the following guide for parents;

100% No Risk — Outstanding

97 - 99% Excellent

95-97% Good

92 -95% Advise Improvement

90 -92% Cause for Concern

Below 90% Serious cause for concern

It should be remembered that 90% attendance is equivalent to one day absence every
fortnight. Over an academic year this amounts to four weeks of absence.

Promoting good attendance

The foundation for good attendance is a strong partnership between the schooal,
parents/carer and the child. The home school agreement will contain details of how we will
work with parents/carers and our expectations of what parents/carers will need to do to
ensure their child achieves good attendance. To help us all focus on this we will:

e Report to you on how your child is performing in school, what their attendance and
punctuality rate is and how this relates to their attainment;
e Reward good or improving attendance through certificates and school trips;
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Set attendance targets for the whole school;

Aims

We are committed to meeting our obligations with regards to school attendance by:

Promoting good attendance and reducing absence, including persistent absence
Supporting every pupil to access to full-time education to which they are entitled
Acting early to address patterns of absence

We will also support parents to perform their legal duty to ensure their children of
compulsory school age attend regularly, and will promote and support punctuality in
attending lessons.

Legislation and Guidance

Oak Bank School recognises that attendance is a matter for the whole school
community. Our Attendance Policy should not be viewed in isolation; it is a strand that
runs through all aspects of school improvement. This policy also takes into account
the:

This policy meets the requirements of the school attendance guidance 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:

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,
2016 amendments)

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

This policy also refers to the DfE’s guidance on the school census, which explains the
persistent absence threshold.


https://www.gov.uk/government/publications/school-attendance
https://www.gov.uk/government/publications/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.gov.uk/government/publications/parental-responsibility-measures-for-behaviour-and-attendance
https://www.legislation.gov.uk/ukpga/1996/56/part/VI/chapter/II
https://www.legislation.gov.uk/ukpga/1996/56/part/VI/chapter/II
http://www.legislation.gov.uk/ukpga/2002/32/part/3/chapter/3
http://www.legislation.gov.uk/ukpga/2002/32/part/3/chapter/3
http://www.legislation.gov.uk/ukpga/2006/40/part/7/chapter/2/crossheading/school-attendance
http://www.legislation.gov.uk/ukpga/2006/40/part/7/chapter/2/crossheading/school-attendance
http://www.legislation.gov.uk/uksi/2006/1751/contents/made
https://www.legislation.gov.uk/uksi/2010/1725/regulation/2/made
https://www.legislation.gov.uk/uksi/2010/1725/regulation/2/made
https://www.legislation.gov.uk/uksi/2011/1625/made
https://www.legislation.gov.uk/uksi/2011/1625/made
https://www.legislation.gov.uk/uksi/2013/756/made
https://www.legislation.gov.uk/uksi/2013/756/made
https://www.legislation.gov.uk/uksi/2016/792/made/data.html
https://www.legislation.gov.uk/uksi/2016/792/made/data.html
https://www.legislation.gov.uk/uksi/2016/792/made/data.html
https://www.legislation.gov.uk/uksi/2013/757/regulation/2/made
https://www.gov.uk/guidance/complete-the-school-census
https://www.gov.uk/guidance/complete-the-school-census

Our attendance policy is also consistent with the following school policies:

e Safeguarding and Child Protection
e Behaviour Policy
e Behaviour Management Handbook

4. Roles and Responsibilities

Oak Bank School believes that improved good attendance can only be achieved if it is viewed
as a shared responsibility of the school staff, Trustees, Parents/Carers and the wider school
community.

To ensure we promote good attendance and achieve the best Oak Bank School’s attendance
officer will oversee, direct and coordinate the schools work in promoting regular and
improved attendance. This person will also ensure attendance is both recorded accurately
and analysed. They will ensure that attendance issues are identified at an early stage and that
support is put in place to deal with difficulties. If absence is frequent or continuous, except
where a child is clearly unwell, staff will discuss with parents/carers the reasons for their
child’s absence and will encourage them to keep these to a minimum.

The Board of Trustees

The board of Trustees is responsible for monitoring attendance figures for the whole school
on at least a termly basis. It also holds the headteacher to account for the implementation of
this policy.

The Attendance Champion
The attendance champion is responsible for:

e Setting and maintaining a clear vision for improving and maintaining good attendance

e Establish and maintain effective system for tackling absence and ensure these areas
are followed by staff

e Regularly monitor and evaluate progress

e Facilitate the Termly Targeted Support Meeting with LA.

The Headteacher

The Headteacher is responsible for:

° Implementation of this policy at the school

) Monitoring school-level absence data and reporting it to Trustees

) Supporting staff with monitoring the attendance of individual pupils
° Issuing fixed-penalty notices, where necessary

The attendance officer



The school attendance officer:

Monitors attendance data across the school and at an individual pupil level
Reports concerns about attendance to the headteacher

Works with education welfare officers to tackle persistent absence
Arranges calls and meetings with parents to discuss attendance issues
Advises the headteacher when to issue fixed-penalty notices

Leadership Team

Actively promote the importance and value of good attendance to pupils and their
Parents/Carers;

Form positive relationships with pupils and Parents/Carers;

Ensure there is a whole school approach which reinforces good school attendance;
Monitor the attendance policy and that it is adhered to;

Contribute to the whole school approach which reinforces good school attendance;
with good teaching and learning experiences what encourage all pupils to attend and
to achieve;

Ensure that all staff are aware of the Attendance Policy and adequately trained to
address issues;

Ensure that the Deputy Head teacher (Behaviour) to lead on attendance and is
allocated sufficient time and resource;

Report the school’s attendance and related issues through half termly reporting to the
Quality of Education Sub Committee.

Develop a multi - agency response to improve attendance and support pupils and their
families;

Document interventions used to a high standard required should legal proceedings be
instigated;

Class teachers/Key workers:

Class teachers/Key workers are responsible for recording attendance on a daily basis, using

the correct codes, and submitting this information to the school office via behaviour watch.

School office staff:

School office staff are expected to take calls from parents about absence and record it on the

school system.

All Staff

Actively promote the importance and value of good attendance to pupils and their
Parents/Carers;
Form positive relationships with Pupils and Parents/Carers;



Ensure that all pupils are registered accurately;
Promote and reward good attendance with pupils at all appropriate opportunities;
Liaise with the Attendance Officer on matters of absence and punctuality;

Communicate any concerns or underlying problems that may account for a pupil’s

absence so that school can support and put in place the right measures;

e Work with other agencies to improve attendance and support pupils and their
families;

e Contribute to the whole school approach which reinforces good school attendance;
with good teaching and learning experiences what encourage all pupils to attend and
achieve;

e Implement systems to report, record and monitor the attendance of all pupils,
including those who are educated off site;

e Document interventions used to a standard required by the local authority should

legal proceedings be required;

Responsibilities of parents/carers

Ensuring a child’s regular attendance at school is a parent/carer’s legal responsibility and
permitting absence from school that is not authorised by the school creates an offence in law.

We expect our parents to:

Inform the school on the first day of absence, and any subsequent days after;
® Submit a Leave of Absence request form to Icresswell@oakbank.beds.sch.uk if

any time off during term time is required. Please see section 7 for further
information on holidays during term time.

® Support the school with their child in aiming for 100% attendance each year;

e Avoid taking their child out of school for no urgent medical or dental
appointments

e Only request leave of absence if it is for exceptional circumstances;

o Talktotheir child about school and what goes on there. Take a positive interest
in their child’s work and educational progress;

o Make sure that any absence is clearly accounted for by email /letter upon the
child’s return;

e Inform the school of any change of circumstances that may impact on their
child’s attendance;

e To work with the school and Family Engagement Officer to resolve/alleviate
any attendance problems or protracted absence;

e |Instil the value of education and regular school attendance within the home
environment;

® Support the school; take every opportunity to get involved in their child’s
education, form a positive relationship with school and acknowledge the


mailto:lcresswell@oakbank.beds.sch.uk

importance of children receiving the same messages from both school and

home;

e To attend meetings as required in relation to their child’s attendance;

We expect our pupils to:

® Pupils are expected to attend school regularly and to arrive punctually at school by

09.45am and to start of lessons;

e |[f late pupils must report to the front office where they will be met by a member of

staff;
Arrive at school in full uniform;

® Pupils must inform their key workers if there is a problem that may lead to their

absences, e.g. bullying, long term medical issues, etc.;

e If pupils are required to leave the premises during the school day they must sign in

and out at Reception. (This is for their safety as well as administrative purposes);

5. Recording Attendance

Legally the registration must be taken twice daily, once at the beginning of the school day at

9:45am and again during the lunch period at 12:15pm.

Procedure

Person responsible

Register must be taken at the start of the
morning session at the school gate

SLT (Hard copy & Behaviour watch)
Office (Arbour/ Hard copy)

Register must be taken each lesson

Teacher or Teaching assistant on behalf of
the teacher.(Behaviour Watch)

Afternoon Register must be taken at
12:15pm during the lunch sitting. This is the
first collection point after the midday break
and for Safeguarding reasons cannot be left
until lesson 4.

SLT (Behaviour Watch)
Office (Arbour/ Hard copy)

On each occasion a school must record
whether a child was present, absent or
present at approved educational activity.

Teacher or Teaching Assistant on behalf of
Teacher. (Behaviour Watch)
Office (Arbour/ Hard copy)

Spaces must not be left in the register — staff
need to ensure the correct recording of
students' attendance. The comments box on
Behaviour Watch should indicate their
location if it is different from the class. The
teacher MUST confirm presence in person
or via radio communication to the School
Office

Teacher or Teaching Assistant on behalf of
Teacher. (Behaviour Watch)

Taking the register

10



Registers are treated as legal documents — indeed they may be used as evidence in court
cases. For this reason they are retained for a minimum of three years.

e For each student, the register must be marked either as present or absent.
/ - is entered to show the student is present in the morning session.
\ - is entered to show the student Is present in the afternoon session.
N —is entered to show the student is absent until the reason is known.
O —is entered to show the student's absence is unauthorised.
e Once the school has been officially notified of the reason for the absence, the
appropriate registration code will be inserted by the front office.
e The register must clearly differentiate between whether the absence is authorised or
unauthorised by the school;
e |tisthe policy of the school that no absences are accounted for;

6. Lateness and Punctuality
The school actively discourages late arrival by challenging it whenever it occurs.

Due to transport, pupil registration begins at 9.45am and ends at 9.55am. The register will
close at 10.15am, pupils arriving after the register will be recorded as late, this will not be
recorded and will count as an absence for that school session.

It is important to be on time at the start of the morning and afternoon lessons. The start of
school/lessons is used to give out instructions or organise work. If your child is late they can
miss out on time with their key worker getting vital information, cause disruption to the
lesson for others, and it can be embarrassing leading to possible further absence.

o A pupil will be registered late in the morning if they arrive after 10.15am, the
scheduled start of the day.

e We have a duty to ensure every pupil's safety and therefore will telephone home after
3 recorded lates.

® Our level of contact will be increased if lateness continues until after 10 lates when
the Family Engagement Officer will be informed, this could result in a fine.

e Arrival after the close of register will be marked as unauthorised absence and coded
U in line with the Department of Education guidance. This mark shows the pupil to be
on site, but is legally recorded as an unauthorised absence.

Pupils who are consistently late are disrupting not only their own education but also that of
the other pupils. On-going and repeated absence lates (U code) are unauthorised absences
and may be subject to legal action. Parents or guardians of students who have patterns of
lateness will be contacted to discuss the importance of good time keeping and how this might
be achieved. If lateness persists parents, guardians or carers will be invited to attend the
school and discuss the problem and support offered. If support is not appropriate or is
declined and a child has 10 or more sessions of unauthorised absence due to lateness
recorded in any 10 week period, the school may ask Central Bedfordshire Council to issue
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parents with a Fixed Penalty Notice. There may be exceptional circumstances where a student

cannot get to school before the register closes. In these cases schools may seek to make

personalised arrangements by holding discussions with the Access and Inclusion team at the

Local Authority.

7. Understanding Types of Absences

Authorised Absence

e Authorised absence is absence with permission from the Head Teacher and/or
Attendance Officer. This includes absence for which a satisfactory explanation has

been provided, e.g. ill health;

e Even when students are engaged in Approved Educational Activity off site, they must

not be marked as present, as good Health and Safety practice requires that the school

needs to know who is on the premises in the case of a fire drill or real emergency.

e The school may authorise absence if the following circumstances;

1. Personal lliness (excessive or extended absences will require
medical evidence)

2. Medical Appointment (Copy of appointment to be seen and
copied)

3. Family bereavement

4. Conditions rendering attendance impossible or hazardous to a
child’s health and safety

5. Religious observation (1 Day limitation Apply)

6. A travelling child’s absence

Unauthorised Absence

Unauthorised Absence is absence without permission from the Head Teacher and/or

Attendance Officer. This includes all unexplained or unjustified absences.

The school will not authorise absence in the following circumstances;

1.

O N O U0 A

No explanation is offered by the parent/guardian

The explanation offered is unsatisfactory (e.g. shopping, minding the
house, etc.)

Leave of absence which are taken without the school’s prior consent or
knowledge and/or are in excess of the time agreed by the school.

Specials occasions, such as birthdays

Minding siblings

Parent/Guardian or sibling illness

Family holidays in term time

School Refusal
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Unauthorised absence from school is considered truancy. This can take the form of
absence from school for complete days, lateness and absenteeism from individual
lessons. Each of these is as serious as the other, but the strategies effecting change
may need to be different;

When parents are unaware of such absences there may be significant danger to a
young person’s safety as it is likely that their whereabouts are unknown by a
responsible adult;

Unfortunately, there may be occasions when truancy is condoned by parents. If such
collusion occurs it is the duty of the Attendance Officer to work with the pupil and
family to change their attitudes towards school, thus encouraging full attendance.

Persistent Absenteeism (PA)

Persistent Absenteeism are students whose attendance falls below 90%;

While discretion may be deployed (e.g. in cases of long term illness), Oak Bank School
will refer any individual child whose attendance has not improved after Interventions
have been put in place by the Family Engagement Officer, to Central Bedfordshire’s
Access and Inclusion Service. At this point legal proceedings could follow;

All PA’s are tracked and monitored by the schools Family Engagement Officer.

Severe Absenteeism (SA)

Severe Absenteeism is designed as students that are missing 50% or more of schools.
Oak Bank School will work with all professionals to find a pathway to work with
students and families to increase school attendance.

If all avenues of support have been facilitated by Oak Bank School, local authorities,
and other partners, and the appropriate educational support or placements (e.g. an
education, health and care plan) have been provided but severe absence for
unauthorised reasons continues, it is likely to constitute neglect. Oak Bank School and
local authorities should be especially conscious of any potential safeguarding issues in
these cases and where these remain, conduct a full children’s social care assessment.
Further information is available in the statutory guidance on Keeping Children Safe in
Education.

Temporary Schools Closure

Where a school has to close due to severe weather conditions, problems with amenities such

as water or heating, fire, structural damage or in-service training, no attendance registers are

needed. This will be coded appropriately.
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7. Reporting Absence
First Day

A child not arriving at school where the parents have not informed the school is considered a
safeguarding matter. This is why information about the reason for any absence is always
required. If your child is absent you must:

e On the first day of absence parents/guardians are expected to contact the school,
preferably by telephone before 10.15am

e The parent/guardian reporting the absence should give the reason for the absence
and the expected date of return;

e If the date of the return is unknown, regular contact on a daily basis should be kept
with the school; if the school receives no contact a member of the office team will; i.
Arrange to check if the student is in the lesson that they should be in. If he/she is
present, the register will be marked accordingly. If he/she is absent they will: ii.
Telephone or text the parent/guardian;

If your child is absent we will:

e Telephone or text you on the first day of absence if we have not heard from you — this
is because we have a duty to ensure your child’s safety as well as their regular school
attendance

e Invite you in to discuss the situation with our Family Engagement Officer if absences
persist.

e Refer the matter to Central Bedfordshire Council’s Access and Inclusion Service if
absence is unauthorised and doesn’t meet school expectations.

Third Day Absence

Please note: if your child is not seen and contact has not been established with any of the
named parents/guardian, after three days of absence the school is required to consider
implementing the child missing in education procedures as set down by Central Bedfordshire
Council. We will make all reasonable enquiries to establish contact with parents/guardians
and the child, including making enquiries to know friends, wider family. We will also ensure
that Home visits with our Attendance Officer are completed where practicable.

Ten Days Absence

We have a legal duty to report the absence of any student who is absent without an
explanation for 10 consecutive days. If the child is not seen and contact has not been
established with the named Parent/guardian then the local authority is notified and the Child
is Missing Education. Staff from the Access and Inclusion Service will visit the last known
address and alert key services to locate the child. So help us to help us and your child by
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making sure we always have an up-to date contact number and home address. There will be
regular checks on telephone numbers throughout the year.

Continued or on-going absence

If your child misses 39 or more sessions of absence across the school year, for whatever
reason, they are defined as a persistent absentee. Absence for whatever reason
disadvantages a child, by creating gaps in his or her learning. Research shows that these gaps
at whatever level affect attainment. We monitor all absence thoroughly and all attendance
data is shared with the Local Authority and the Department of Education.

All our persistent absentee students and their parents are subject to an Attendance Plan or
home school contract.

7. Holidays within Term Time
Amendments to school attendance regulations were updated in September 2024:

The Education (Student Registration) (England) Regulations state that Head teachers may not
grant any leave of absence during term time unless there are exceptional circumstances. It is
important to note that head teachers can determine the length of the authorised absence, as
well as whether absence is authorised at all. The fundamental principles for defining
exceptional are rare, significant, or unavoidable, which means the event could not reasonably
be scheduled at another time.

Circumstances where absences may be regarded as exceptional will vary from school to
school and family to family. There is, however, no legal entitlement for time off in school term
time to go on holiday and in the majority of cases holiday will not be authorised.

Parents/guardians wishing to apply for leave of absence need to fill in an application form
(available from Attendance Officer in advance and before making any travel arrangements. If
term-time leave is taken without prior permission from the school, the absence will be
unauthorised and if the number of sessions of absence reaches the thresholds in Central
Bedfordshire Council Penalty Notice Code of Conduct (10 sessions of absence on 12 school
weeks), parents/guardians may be issued with a penalty notice or other legal action in
accordance with the code. Taking holidays in term time will affect your child’s education as
much as any other absence and we expect parents to help us by not taking children out during
school time.

e The Headteacher will use discretion to grant authorised absence in a school year if
both the following apply:
i. There are ‘exceptional circumstances’ for the holiday
® Special reasons or exceptional circumstances that may be agreed to are:
i A dying relative in a different country;
ii. A family funeral in another country/ part of the country;
iii. Holidays for fostering or adoption purposes; iv. Religious observance;
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iv. Service personnel and other employees who are prevented from taking
holidays during normal school holiday times. (Evidence must be
provided to this effect)

e The school is therefore unable to authorise absence because of:

i Availability of cheap holidays; ii.

ii. Poor weather experienced in school holiday periods; iii.

iii. Shopping, birthdays, to look after siblings:

iv. Overlap with the beginning or end of term;

V. Another sibling in another school where the holidays do not coincide;
Vi. A special treat for the child;

vii. Absences which have not been explained

e Authorisation will not be considered during assessment times for Years 10 to 13. This may
also include during the preparation period leading up to the examinations;

e When deciding on the authorisation the following will also be taken into account:

i. If the child’s attendance is above the school’s target of 95%;
ii. If there have been any other holiday requests during the same school year.
(There must be only one request for the academic year);

e Should the application not be authorised and the holiday taken, the Education Welfare
Service in consultation with the school may issue a Fixed Penalty Notice.

Parents can seek leave of absence from school for their child to take part in regional, county,
national and international events and competitions. It is, however, down to the Head
teacher’s discretion as to whether to authorise this and they will wish to discuss with the
nature and frequency of the absence and how learning will continue if absence occurs.

Should a request need to be made for leave for your child during term time, please complete
a Leave of Absence Form (available on Oak Bank School Website and from the Family
Engagement Officer) and email it to our Family Engagement Officer
Icresswell@oakbank.bed.sch.uk 14 Days before the requested leave start date who will then

submit to the Deputy Head.
For national guidance please refer to:

www.gov.uk/government/publications/school-attendance

8. Monitoring and Protocols for dealing with Absences

e The Family Engagement Officer will monitor absences via electronic registers on a
week to week basis;

e If astudent’s attendance falls below our school target of 95%, ‘Trigger Point 1’ will be
activated as per our system protocol.
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e |If the attendance rate continues to deteriorate, the school will begin to follow the
protocol for subsequent trigger points;

e All actions will be recorded electronically by the Attendance Officer depending on the
level of trigger point;

e At the start of the school year, any student who had been referred to the Educational
Welfare Officer in the previous academic year will be expected to attend an
attendance meeting at school with their parents/guardians. If attendance becomes
an issue they will be contacted further by the Educational Welfare Officer.

Understanding barriers to attendance

Whilst any child may occasionally have time off school because they are too unwell to attend,
sometimes they can be reluctant to attend school. Any barriers preventing regular
attendance are best resolved between the school, parents/carers and the child. If a
parent/carer thinks their child is reluctant to attend school, then we will work with that family
to understand the root problem and provide any necessary support. We can use outside
agencies to help with this, such as the School Nurse, mental Health Service, Early Help
Worker/Social Worker/Family Support worker or the relevant Local Authority team/s. Where
outside agencies are supporting the family, you may be invited to attend a Team Around the
Child Meeting (TAC) to consider what is working well and what needs to improve. An
individual support plan will be agreed and subsequently reviewed.

Some pupils face greater barriers to attendance than their peers. This can include pupils who
suffer long-term medical conditions or who have special educational needs and disabilities or
other vulnerabilities. High expectations of attendance remain in place for these pupils,
however we will work with families and pupils to support improved attendance whilst being
mindful of additional barriers faced. We can discuss reasonable adjustments and additional
support from external partners where appropriate.

Under the DfE’s statutory guidance, schools are required to submit a sickness return to the
Local Authority for all pupils who have missed/are likely to miss 15 or more school days
(consecutive or cumulative) due to medical reasons/illness.

9. Legal procedures

Legal Measures for failing to ensure regular school attendance (including penalty notices)

The school or local authority can fine parents for the unauthorised absence of their child from
school, where the child is of compulsory school age.

You can be fined if your child has a total of 5 days of unauthorised absences in 10 weeks , for
things like:

e being late after the register closes
e truancy
e taking a holiday without permission from the school
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e or if a headteacher is not satisfied with the reason for missing school.

Local Authority attendance support services

Local Authority School Attendance Officers work strategically by offering support to schools,
to reduce persistent absence and improve overall attendance.

Parents are expected to work with the school and local authority to address any attendance
concerns. Parents should proactively engage with the support offered, aiming to resolve any
problems together. This is nearly always successful. If difficulties cannot be resolved in this
way, the school may consider more formal support and/or refer the child to the Local
Authority. If attendance does not improve, legal action may be taken in the form of a Penalty
Notice or prosecution in the Magistrates Court.

School Attendance and the Law

New legislation was passed, The School Attendance (Pupil Registration) (England) Regulations
2024 which introduced a National Framework in England. By law all children of compulsory
school age must receive an appropriate full-time education (Education Act 1996). Parents
have a legal duty to ensure their child attends school regularly at the school at which they are
registered.

Parents may be recognised differently under education law, than under family law. Section
576 of the Education Act 1996 states that a ‘parent’, in relation to a child or young person,
includes any person who is not a parent (from which can be inferred ‘biological parent’) but
who has parental responsibility, or who has care of the child.

A person typically has care of a child or young person if they are the person with whom the
child lives, either full or part time and who looks after the child, irrespective of what their
biological or legal relationship is with the child.

National Framework for Penalty Notices (Effective 29th August 2024)

There is now a single consistent national threshold for when a penalty notice must be
considered by all schools in England, of 10 sessions (usually equivalent to 5 school days) of
unauthorised absence within a rolling 10 school week period. The 10 sessions of absence do
not have to be consecutive and can be made up of a combination of any type of unauthorised
absence (O and/or U coded within the school’s registers). The 10 school week period can span
different terms, school years or education settings.
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Sanctions may include issuing each parent (for each child) with a Penalty Notice for £160,
reduced to £80 if paid within 21 days (for the first offence). A second Penalty Notice issued
within a three year period will result in a fine of £160 per parent, per child. If a third offence
is committed the matter may be referred to the local authority for consideration of
prosecution via the Magistrates Court. If prosecution is instigated for irregular school
attendance, each parent may receive a fine of up to £2500 and/or up to 3 months in prison.
If a parent is found guilty in court, they will receive a criminal conviction.

There is no entitlement in law for pupils to take time off during the term to go on holiday
or other absence for the purpose of leisure or recreation, or to take part in protest activity
in school hours. In addition, the Supreme Court has ruled that the definition of regular school

I”

attendance is “in accordance with the rules prescribed by the schoo

The School Attendance (Pupil Registration) (England) Regulations 2024 set out the statutory
requirements for schools. All references to family holidays and extended leave have been
removed. The amendments specify that headteachers may not grant any leave of absence
during term time unless there are "exceptional circumstances" and they do not have any
discretion to authorise up to ten days of absence each academic year.

It is a rule of this school that a leave of absence shall not be granted in term time unless there
are reasons considered to be exceptional by the headteacher, irrespective of the child’s
overall attendance. Only the headteacher or his/her designate (not the local authority) may
authorise such a request and all applications for a leave of absence must be made in writing,
in advance by the parent with who the child normally lives with, on the prescribed form
provided by the school. The school will usually consider that the parent who has made the
application is therefore allowing the leave of absence, and also that all parents who are on
the holiday are allowing the leave. Where a parent removes a child after their application for
leave was refused or where no application was made to the school, the absence will be
recorded as unauthorised. It is likely that penalty notices will be requested, in line with the
National Framework and Central Bedfordshire Code of Conduct for Fixed Penalty Notices, in
respect of each parent believed to have allowed the absence.

At Oak Bank School Exceptional circumstances' will be interpreted as:

... being of unique and significant emotional, educational or spiritual value to the child which
outweighs the loss of teaching time (as determined by the headteacher). The fundamental
principles for defining ‘exceptional’ are events that are “rare, significant, unavoidable and
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short”. By 'unavoidable' we mean an event that could not reasonably be scheduled at another
time, outside of school term time, regardless of who has planned or paid for the holiday or
absence (including grandparents or other family or friends).

The headteacher/school may discuss the leave of absence request with other education
settings and/or the Local Authority to determine any exceptional circumstances.

10. Support for parents
My child is trying to avoid coming to school. What should | do?

Children are sometimes reluctant to attend school. Any problems with regular attendance are
best sorted out between the school, the parents/guardians and the child. If a child is reluctant
to attend then it is better not to cover up their absence or to give into pressure to excuse
them from attending. This gives the impression that attendance does not matter and may
also make things worse. Should you have any concerns regarding your child's attendance,
please contact Oak Banks Family Engagement Officer Mrs Leanne Cresswell to openly discuss
your worries. Your child could be avoiding school for a number of reasons — difficulties with
school work, bullying, friendship problems or family difficulties. It is important that we
identify the barriers behind your child’s reluctance to attend school and work together to
tackle the problem. In some cases you may find it helpful to discuss the circumstances of your
child’s difficulties with another professional.

Absence through child participation in public performances, including theatre, film or
television work and modelling

For example:

A parent can seek leave of absence from a school for their child to take part in a performance.
They must however contact the head teacher to discuss the nature and frequency of this, the
impact that this may have on their child’s education, whether the child has a valid
performance licence and whether education will be provided by the employer during any
future leave of absence. It is, however, down to the head teacher’s discretion as to whether
to authorise this. Any absence recorded as part of a child’s participation in a public
performance is recorded as C, an authorised absence.

Absence through competing at regional, county or national level for sport

Parents can seek leave of absence from school for their child to take part in regional, county,
national and international events and competitions. It is, however, down to the Head
teacher’s discretion as to whether to authorise this and they will wish to discuss with you the
nature and frequency of the absence and how learning will continue if absence occurs.
Permission for your child to leave early or arrive late to attend coaching and training sessions
is also at the discretion of the head teacher and is not likely to be approved if it is a regular
event, unless the sports club or association is providing an education tutor as part of their
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coaching. The regulations related to children participating in public performances are
separate to those around authorising leave of absence. Head teachers can authorise this
absence. For further advice and guidance on Child Employment and Performance Licences
contact Central Bedfordshire Council on 0300 300 4953

Gypsy, Roma, Traveller and Showman families

The absence of a child from a Traveller family who has left the area can be authorised if the
absence is for the parent’s work purposes only and it is believed that the family intends to
return. A school cannot remove a Traveller child from the school roll whilst they are travelling.
When the child is travelling the school holds the place open and records the absence as
authorised by using the T code. Distance learning packs for Traveller children are not an
alternative to attendance at school although may offer support to the student whilst they are
away. Please note that students must have attended 200 sessions in a rolling 12-month period
to be able to use travelling for work purposes as a defence against prosecution. For further
advice and guidance on attendance and Gypsy, Roma, Traveller and Showman families,
contact Central Bedfordshire Council on 0300 300 4953.

To ensure the continuity of learning for Traveller children, dual registration at two schools
is allowed.

Amendments to the Admission Register and Attendance Register

Every amendment to the admission register and the attendance register must include: the
original entry; the amended entry; the reason for the amendment; the date on which the
amendment was made; and the name of the person who made an amendment.

Preservation of the Admission Register and Attendance Register

Every entry in the admission register and attendance register must be preserved for a period
of three years after the date shown on which the entry was made.

11. Study leave

We believe that students/students’ needs are best met if they attend school every day in the
period leading up to examinations. No study leave will be granted during this period,
therefore, and students/students will be expected to attend school in the usual way. Study
leave may only be granted to Year 11 students/students during the time of the GCSE
examination period. Should any students/students wish to attend school (or should their
parents wish them to) on the days and at times when they are not sitting examinations,
arrangements will be made for them to do so. The school will work within the legal
requirements, i.e.:

e study leave should only be granted to Year 11 students and never to those in other
year groups

e it should never exceed 15 school days in a year and is most appropriately granted
during the examination period itself, i.e. not before the beginning of that period
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it should always be granted sparingly, taking account of an individual
student/student’s ability to manage and benefit from unsupervised study
any student has the right to attend school during study leave and a parent has the

right to insist
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Appendix A

Action Flow Chart

94.99% Key worker
Support

Below 92%
School attendance officer

Key Worker to look at reasons for absence eg blocks of illness, medical appointments and any
potential patterns in absence. Key worker to contact home and explain attendance is looking low.
Offer support from school if needed. No further action may be needed following contact if low
attendance is due to blocks of absence for illness etc however this should still be noted. Notes of
contact made to be kept contact section in BehaviourWatch. Attendance officer to be CC'd. If
attednance drops below 95% the Attendance Officer will send out Trigger Letter 1 to
Parents/Carer. Attendance will be monitored over 3 weeks from the date of the letter sent, with an
improvement expected.

Attendance Officer to open Attendance File.

If attendance continues to drop and figures fall below 92%, Attendance Officer will make further
contact with home and explore reasons for continued absence. Outcomes of contact will be logged
on contact (Behaviour Watch) with actions noted to improve attendance.

Trigger Letter 2 to be sent to Parent/Carer.

Request Medical Evidence for all future absences of illness. Where this is not available all
absences to be deemed as unauthorised.




