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1. Statement of intent

To ensure that children receive their full entitlement to teaching and learning
opportunities at Kitts Green Academy by promoting good attendance and
punctuality.

Good consistent school attendance is regarded as essential in securing the
desired outcomes for children and is crucial in ensuring that pupils have the
best chance of success.

Kitts Green will give a high priority to conveying to parents, carers and pupils
the importance of regular and punctual attendance. We recognise that
parents and carers have a vital role to play and that there is a need to
establish strong home-school links and communication systems that can be
utilised whenever there are concerns about attendance.

If there are problems which affect a pupil’s attendance we will investigate,
identify and strive in partnership with parents and pupils to resolve those
problems as quickly and efficiently as possible, therefore, reducing the level
of unauthorised absences.

Absence may be authorised by the school before or after it occurs.
Unauthorised absence is when a pupil is absent and no explanation is
provided by parents/carers or the explanation given is unacceptable to the
school. The school will ensure that parents understand that it is their
responsibility by law to make sure that their child attends school.

We are committed to meeting our obligations with regards to school
attendance, including those laid out in the Department for Education’s
(DfE’s) statutory guidance on working fogether to improve school
attendance (19 August 2024), through our whole-school culture and ethos
that values good attendance.

2, Legislation and guidance

This policy is based on the Department for Education’s (DfE’s) statutory
guidance on working together to improve school attendance (applies from
19 August 2024) and school attendance parental responsibility measures. The
guidance is based on the following pieces of legislation, which set out the
legal powers and duties that govern school attendance:

. Part 6 of the Education Act 1996

. Part 3 of the Education Act 2002



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/working-together-to-improve-school-attendance
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.legislation.gov.uk/ukpga/1996/56/contents
https://www.legislation.gov.uk/ukpga/2002/32/contents
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. Part 7 of the Education and Inspections Act 2006

. The Education (Pupil Registration) (England) Regulations 2006 (and
2010, 2011, 2013, and 20146 amendments)

. The School Attendance (Pupil Reqistration) (England) Regulations 2024

. The Education (Penalty Notices) (England) (Amendment) Regulations
2013 and the 2024 amendment

It also refers to:

. School census guidance

. Keeping Children Safe in Education

. Mental health issues affecting a pupil's attendance: guidance for
schools

3. Strategic Approach

3.1.  Kitts Green Academy have adopted the Birmingham Education
Partnership ‘5 Foundations of Effective Attendance Practice
Framework’, which is modelled on the work of Professor Katherine
Weare and positively reviewed by the DfE. The emphasis is on
developing a school culture and climate which builds a sense of
connectedness and belonging to ensure all children can attend school
and thrive.

The approach ensures we prioritise building solid working relationships
with children, and parents, prior to escalation. The staged approach we
follow ensures we identify friggers early, that can lead to poor
aftendance issues, such as mental health issues, lack of trust,
communication and relationship breakdowns and the possible lack of
networking opportunities both internal (in-school) and external (external
agencies).

3.2.  Aims of the 5 Foundations strategy
* Increase school Attendance and reduce Persistent Absence to meet set targets.

* Ensure Attendance is well managed within the school, with the appropriate level
of resources allocated.

* Enable the school to make informed use of attendance data to target
interventions appropriately, focusing

on the key demographic groups highlighted in the 2022 DFE attendance paper.



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.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
https://www.gov.uk/government/publications/mental-health-issues-affecting-a-pupils-attendance-guidance-for-schools
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3.3. Objectives

e Create an ethos within the school in which good attendance is recognised as
the norm and every child aims for excellent attendance.

¢ Make attendance and punctuality a priority.

o Setfocused targets to improve individual attendance and whole school
aftendance levels.

¢ Embed the 5 Foundations of Effective Attendance Practice framework which
defines agreed roles and responsibilities and promotes consistency in carrying
out designated tasks with respect to promoting attendance and punctuality.

e Record and monitor attendance and absenteeism and apply appropriate
strategies to minimise absenteeism.

e Develop a systematic approach to gathering and analysing relevant
attendance data.

e Provide support, advice and guidance to; parents, children and develop
mutual cooperation between home and the school in encouraging good
aftendance and in addressing identified attendance issues.

e Demonstrate, using rewards, that the school recognises good attendance
and punctuality are achievements in themselves.

\(C

5 Foundations Of Effective
Aftendance Practice
The main aim of the framework is to ensure the school promotes a culture of good
attendance and celebrates success. Ultimately, the framework will ensure there is a
culture of feeling safe and school being a place where children want to be.

Positive health and emotional well-being are key factors in improving social
development, school attendance and educational achievement. The 5
Foundations of Effective Attendance Practice model promotes, and supports, a
whole school approach to mental health and emotional well-being; ensuring SEMH
support remains a key driver in improving attendance for all children.

Each Foundation is supported by 5 Key Performance Indicators, these are used to
ensure the school can embed the Foundations framework and understand the
strategic direction regarding attendance improvement. Each year the school will
use the 5 Foundations self-assessment tool to understand what works well and
identify what we need to do even better. We then follow the 5 Foundations school
improvement process to implement the attendance plan and ultimately improve
the lives of children and families we work with.




Foundation 1
Whole School Thinking
Culture & Climate

Foundation 2
Supportive Policies,
Systems and Processes

Foundation 3
Professional Learning
Staff Development

Foundation 4
Implement Targeted
Programmes And Infervention

Foundation 5
Connect Appropriately With
Approaches To

Behaviour Management
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The school has a fully embedded ethos in which excellent school
attendance is expected, developed and nurtured. The escalated
approach to supporting attendance is built on foundations of
belonging and connectedness.

The approach to improving attendance is built on clear policies,
systems and processes. This ensures continuous and sustainable
improvement drives attendance practice. The attendance
policy is understood by all stakeholders and allows the school to
set, and maintain, high expectations to improve the culture of
attendance.

The school prioritises developing a team of attendance experts,
with a shared vision and core purpose. The Attendance Leader
delivers bespoke training to support all staff to fully understand
their role in improving attendance. External partnerships support
attendance improvements through a multi-disciplinary approach
for identified children and families.

Data information and analysis direct resources proactively
towards key demographic groups and identified individuals. The
expert use of data analysis informs decision making at all levels.
The attendance process ensures the Attendance Leader
understands the reason for attendance concerns, these barriers
can then be successfully supported and removed

Connecting and belonging drives the school approach to
supporting attendance. All staff are supported to understand
‘deeper roofts' regarding poor attendance concerns. The school
has developed, and embedded, an effective rewards system to
further drive attendance improvements and celebrate success.
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DFE: Working Together To Improve Attendance.

On the 19th August 2024, the DFE: Working Together to Improve Attendance
guidance became statutory for schools. The table below identifies how the 5
Foundations of Effective Attendance Practice will underpin our delivery of the
expectations set out in this statutory guidance.
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Roles and responsibilities

The Trust Board of Thrive Education Partnership has overall responsibility
for the following areas but delegates the responsibility to the EAB of Kitts
Green Academy:

Setting high expectations of all school leaders, staff, pupils and parents
Making sure school leaders fulfil expectations and statutory duties,
including: Making sure the school records attendance accurately in
the register, and shares the required information with the DfE and local
authority

Making sure the school works effectively with local partners to help
remove barriers to attendance, and keeps them informed regarding
specific pupils, where appropriate

Recognising and promoting the importance of school attendance
across the school’s policies and ethos

Making sure the school’s attendance management processes are
delivered effectively, and that consistent support is provided for pupils
who need it most by prioritising staff and resources

Making sure the school has high aspirations for all pupils, but adapts
processes and support to pupils’ individual needs

Regularly reviewing and challenging attendance data and helping
school leaders focus improvement efforts on individual pupils or cohorts
who need it most

Working with school leaders to set goals or areas of focus for
attendance and providing support and challenge

Monitoring attendance figures for the whole school and repeatedly
evaluating the effectiveness of the school’s processes and
improvement efforts to make sure they are meeting pupils needs
Where the school is struggling with attendance, working with school
leaders to develop a comprehensive action plan to improve
attendance

Making sure all staff receive adequate training on attendance as part
of the regular continued professional development offer, so that staff
understand: The importance of good attendance

That absence is almost always a symptom of wider issues

The school’s legal requirements for keeping registers

The school’s strategies and procedures for tracking, following up on
and improving attendance, including working with partners and
keeping them informed regarding specific pupils, where appropriate




4.2.

4.3.
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Making sure dedicated training is provided to staff with a specific
attendance function in their role, including in interpreting and
analysing attendance data

Holding the headteacher to account for the implementation of this
policy

The Headteacher is responsible for:
The implementation of this policy at the school
Monitoring school-level absence data and reporting it to governors
Supporting staff with monitoring the attendance of individual pupils
Monitoring the impact of any implemented attendance strategies

Issuing fixed-penalty notices, where necessary, and authorising the
Senior Leadership Team to be able to do so.

Recognising the additional challenges faced by all pupils due to their
Special Educational Needs and/or Disabilities (SEND) and working with
the parents to develop specific support approaches for attendance
including where school transport is regularly being missed, and where
pupils face in-school barriers

As all pupils at Kitts Green have an Education Health and Care Plan
(EHCP), any pupil with falling attendance, particularly where there are
barriers to school attendance that relate to the pupil’s needs, must be
raised and discussed with the local authority.

Communicating the school’s high expectations for attendance and
punctuality regularly to pupils and parents through all available
channels

Attendance Team (SLT, Family Support Worker and Senior Administrator)
are responsible for:

Leading, championing and improving attendance across the school
Setting a clear vision for improving and maintaining good attendance
Evaluating and monitoring expectations and processes

Monitoring and analysing attendance data

Regularly monitoring and evaluating progress in attendance
Establishing and maintaining effective systems for tackling absence,
and making sure they are followed by all staff

Licising with pupils, parents/carers and external agencies, where
needed




4.6.
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Building close and productive relationships with parents to discuss and
tackle attendance issues

Creating intervention or reintegration plans in partnership with pupils
and their parents/carers

Delivering targeted intervention and support to pupils and families
Benchmarking attendance data to identify areas of focus for
improvement

Providing regular attendance reports to school staff.

Working with the local authority to tackle persistent absence
Advising the headteacher when fixed-penalty notices need to be
issued

Administration Staff:

Input attendance data via our MIS system

Send daily reports to Attendance Team for monitoring purposes
Managing the Pupil Signing in/out procedures.

Make the first day absence calls and record reasons for absence

Class Staff, including teachers and support staff are responsible for:

Providing a good example by always being punctual to registration
and greeting children at the door — providing a welcoming
environment;

Keeping an accurate and up-to-date register of attendance,
recording both morning and afternoon sessions on a daily basis.
Following the Attendance Policy and ensuring pupils do so too. They
are also responsible for ensuring this policy is implemented fairly and
consistently.

Parents and Carers:

Where this policy refers to a parent, it refers to the adult the school and/or
local authority decides is most appropriate to work with, including:

All natural parents, whether they are married or not

All those who have parental responsibility for a child or young person
Those who have day-to-day responsibility for the child (i.e. lives with
and looks after them)

Parents are expected to:

Make sure their child attends every day on time

Call the school to report their child’s absence before 8:30am on every
day of the absence and advise when they are expected to return
Provide the school with more than 1 emergency contact number for
their child
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e Ensure that, where possible, appointments for their child are made
outside of the school day

e Keep to any attendance contracts that they make with the school
and/or local authority

e Seek support, where necessary, for maintaining good attendance, by
contacting the Assistant Head responsible for their child’s key stage.

5. Recording attendance

5.1 We will keep an electronic attendance register on Brommcom and place
all pupils onto this register.

We will take our attendance register at the start of each school day and at
the start of the afternoon session. It will mark, using the appropriate national
attendance and absence codes from the School Attendance (Pupil
Registration) (England) Regulations 2024, whether every pupill is:

e Present

e Attending an approved off-site educational activity

e Absent

e Unable to attend due to exceptional circumstances

e Any amendment to the attendance register will include:

e The original entry

e The amended entry

e The reason for the amendment

e The date on which the amendment was made

e The name and position of the person who made the amendment

See DfE attendance codes below.
We will also record:

e Whether the absence is authorised or not

e The nature of the activity, where a pupil is attending an approved
educational activity

e The nature of circumstances, where a pupil is unable to attend due to
exceptional circumstances

e The following codes are taken from the DfE’'s guidance on school
attendance.




Code
/

Definition
Present (am)

Present (pm)

Late arrival
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Scenario
Pupil is present at morning registration

Pupil is present at afternoon registration

Pupil arrives late before register has closed

Attending a place other than the school

K

Absent
C1

J1

C2

Attending education
provision arranged by
the local authority

Attending an
educational visit or
trip

Participating in a
sporting activity

- leave of absence
Participating in a
regulated
performance or
undertaking
regulated
employment abroad
Medical/dental
appointment
Interview

Study leave
Not required to be in
school

Part-time timetable

Exceptional
circumstances

Pupil is attending a place other than a
school at which they are registered, for
educational provision arranged by the local
authority

Pupil is on an educational visit/trip organised
or approved by the school

Pupil is participating in a supervised sporting
activity approved by the school

Pupil is undertaking employment (paid or
unpaid) during school hours, approved by
the school

Pupil is at a medical or dental appointment

Pupil has an interview with a prospective
employer/educational establishment

Pupil has been granted leave of absence to
study for a public examination

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

Pupil is not in school due to having a part-
time timetable

Pupil has been granted a leave of absence
due to exceptional circumstances
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Absent - other authorised reasons

T Parent travelling for Pupilis a ‘mobile child’ who is fravelling with
occupational their parent(s) who are travelling for
purposes occupational purposes

R Religious observance  Pupil is taking part in a day of religious

observance

I lliness (not medical or  Pupil is unable to attend due to iliness (either
dental appointment)  related to physical or mental health)
Absent - unable to attend school because of unavoidable cause

Q Lack of access Pupil is unable to attend school because the
arrangements local authority has failed to make access
arrangements to enable attendance at
school
Y1 Transport not Pupil is unable to attend because school is
available not within walking distance of their home
and the transport normally provided is not
available
Y2 Widespread disruption Pupil is unable to attend because of
to travel widespread disruption to travel caused by a

local, national or international emergency

Y3 Part of school Pupil is unable to attend because they
premises closed cannot practicably be accommodated in
the part of the premises that remains open
Y4 Whole school site Every pupil absent as the school is closed
unexpectedly closed  unexpectedly (e.g. due to adverse weather)
Y5 Criminal justice Pupil is unable to attend as they are:
detention * In police detention

* Remanded to youth detention,
awaiting trial or sentencing, or
* Detained under a sentence of

detention
Y6 Public health Pupil’'s fravel to or attendance at the school
guidance or law would be prohibited under public health
guidance or law
Y7 Any other To be used where an unavoidable cause is
unavoidable cause not covered by the other codes
Absent - unauthorised absence
G Holiday not granted Pupil is absent for the purpose of a holiday,
by the school not approved by the school
N Reason for absence Reason for absence has not been

not yet established established before the register closes
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We will keep every entry on the attendance register for 6 years after the date
on which the entry was made.

5.1.  Unplanned absence

The pupil's parent must notify the school of the reason for the absence on the
first day of an unplanned absence by 8:30, or as soon as practically possible,
by contacting the school admin staff on 01215940890.

We will mark absence due to physical or mental illness as authorised, unless
the school has a genuine concern about the authenticity of the illness.

Where the absence is longer than 5 days, or there are doubts about the
authenticity of the iliness, the school will ask for medical evidence, such as a
doctor’s note, prescription, appointment card or other appropriate form of
evidence. We will not ask for medical evidence unnecessarily.

If the school is not satisfied about the authenticity of the iliness, the absence
will be recorded as unauthorised and parents will be notified of this in
advance.

5.2. Planned absence

Attending a medical or dental appointment will be counted as authorised as
long as the pupil's parent notifies the school in advance of the appointment.

Parents can request leave of absence by contacting the school admin staff
on the above number.

We do, however, encourage parents to make medical and dental
appointments out of school hours where possible. Where this is not possible,
the pupil should be out of school for the minimum amount of time necessary.

The pupil's parent must also apply for other types of term-time absence as far
in advance as possible of the requested absence. Go to section 6 to find out
which term-time absences the school can authorise.

5.3. Lateness and punctuality
A pupil who arrives late:

e Before the register has closed will be marked as late, using the
appropriate code

e After the register has closed will be marked as absent, using the
appropriate code

The school day begins at 2:00am. Pupils should transitioning from transport to
their classroom aft this time.
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Registers are marked by 92:15am. Pupils will receive a late mark if they are not
in their classroom by this time.

The register closes at 9:30am. Pupils will receive a mark of absence if they do
not attend school before this fime.

The afternoon session begins at 1.30pm. Pupils should be in their classroom at
this time.

Registers in the afternoon are marked by 2.00pm. Pupils will receive a late
mark if they are not in their classroom by this fime.

Lateness for pupils on Local Authority arranged transport will be reviewed
and recorded as Y as this is out of the control of the family and the school.

Pupils with 5 or more instances of lateness will begin to have their punctuality
monitored more closely and parents will be informed of progress through the
letters in appendices A —D.

5.4. Following up unexplained absence

Where any pupil we expect to attend school does not attend, or stops
attending, without reason, we will:

* Call the pupil’'s parent on the morning of the first day of unexplained
absence to ascertain the reason. If we cannot reach any of the pupil’s
emergency contacts, we may carry out a home visit to check on the
pupil’'s wellbeing and / or contact the pupils Social Worker (where
relevant). If we carry out a home visit and are unable to make contact,
we will contact the Social Worker (where relevant) or the Police.

* Identify whether the absence is approved or not

* |dentify the correct attendance code to use and input it as soon as the
reason for absence is ascertained — this will be no later than 5 working
days after the session(s) for which the pupil was absent

e Callthe parent on each day that the absence continues without
explanation, to make sure proper safeguarding action is taken where
necessary.

* If absence continues for three days, the school will arrange a wellbeing
visit in person or on teams, in which we will ask to see the child, to
check their physical wellbeing. Where the child has a Social Worker we
may ask them to carry out this welfare visit. If we are unable to carry
out a welfare visit and the child has not been seen by another
professional, we will contact the police and ask them to make a
welfare call.

* Where relevant, report the unexplained absence to the pupil’s youth
offending team officer
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* Where appropriate, offer support to the pupil and/or their parents to
improve attendance

* |dentify whether the pupil needs support from wider partners, as quickly
as possible, and make the necessary referrals

* Where support is not appropriate, not successful, or not engaged with,
we will progress through the Support First Attendance process and
guidance put in place by BCC.

5.5. Reporting to parents

The school will regularly inform parents about their child’s attendance and
absence levels via half termly letters, unless the level of absence has
triggered a process (see the table in section 12, below), in which case
contact will be made in line with this process.

6. Avuthorised and uvunauthorised absence

6.1.  Approval for term-time absence

The headteacher will allow pupils to be absent from the school site for certain
educational activities, or to attend other schools or settings.

The headteacher will only grant a leave of absence to a pupil during term
time if the request meets the specific circumstances set out in the 2024 school
aftendance regulations. These circumstances are:

* Taking part in a regulated performance, or regulated employment
abroad

* Aftending an interview

e Study leave

* A temporary, time-limited part-time timetable

* Exceptional circumstances

A leave of absence is granted at the headteacher’s discretion, including the
length of time the pupil is authorised to be absent for.

We define ‘exceptional circumstances’ as an unexpected family incident
that requires your child to be out of school or an absence related to the
specific needs of your child.

Leave of absence will not be granted for a pupil to take part in protest
activity during school hours.

As a leave of absence will only be granted in exceptional circumstances, it is
unlikely a leave of absence will be granted for the purposes of a family
holiday.



https://www.legislation.gov.uk/uksi/2024/208/made#:~:text=11.,an%20%E2%80%9Cauthorised%20person%E2%80%9D).&text=(b)regulated%20employment%20abroad.
https://www.legislation.gov.uk/uksi/2024/208/made#:~:text=11.,an%20%E2%80%9Cauthorised%20person%E2%80%9D).&text=(b)regulated%20employment%20abroad.
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The school considers each application for term-time absence individually,
taking into account the specific facts, circumstances and relevant
background context behind the request.

Any request should be submitted as soon as it is anticipated and, where
possible, at least two weeks before the absence, and in accordance with
any leave of absence request form, accessible via the school office. The
headteacher may require evidence to support any request for leave of
absence.

Other valid reasons for authorised absence include (but are not limited to):

lliness (including mental-health illness) and medical/dental
appointments

Religious observance — where the day is exclusively set apart for
religious observance by the religious body to which the pupil’'s parent
belongs. If necessary, the school will seek advice from the parent’s
religious body to confirm whether the day is set apart

Parent(s) travelling for occupational purposes — this covers Roma,
English and Welsh gypsies, Irish and Scottish travellers, showmen
(fairground people) and circus people, bargees (occupational boat
dwellers) and new travellers. Absence may be authorised only when a
traveller family is known to be travelling for occupational purposes and
has agreed this with the school, but it is not known whether the pupil is
attending educational provision

If the pupil is currently suspended or excluded from school (and no
alternative provision has been made)

Other reasons the school may allow a pupil to be absent from the school site,
which are not classified as absences, include (but are not limited to):

Attending an offsite approved educational activity, sporting activity or
visit or trip arranged by the school

Attending another school at which the pupil is also registered (dual
registration)

Attending provision arranged by the local authority

Attending work experience

If there is any other unavoidable cause for the pupil not to attend
school, such as disruption to travel caused by an emergency, a lack of
access arrangements, or because the school premises are closed.

School attendance, Safeguarding and Children Missing Education

If a child goes missing from education it is a potential indicator of
abuse or neglect. School staff will follow the Local Authority procedures
for dealing with children that go missing from education. All Schools are
required to make the local authority aware of every registered pupil
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who fails to attend school regularly and any children who have been
absent from school, where the absence has been treated as
unauthorised for a continuous period of not less than 5 school days,
under the circumstances set out below. This attendance policy is part
of broader suite of Safeguarding policies including the schools
Safeguarding Policy and the Behaviour and Welfare Policy which
support the wellbeing of our children. Regulations 8(f) and 8(h) of the
Education (Pupil Registration) (England) Regulations 2006, as
amended, place a duty on schools and local authorities to jointly carry
out reasonable enquiries to try and locate pupils absent from school
whose whereabouts are unknown.

This might be:

A child who is not at their last known address and:

has 5 or more days of continuous absence from school without
explanation, or: -has left school suddenly and their destination is
unknown.

The family moving within the area but the parents fail to inform the
school of the house move or transfer to a new school.

The family move out of the area and relocate to a new area within the
UK but parents fail fo inform the school.

The family relocate abroad and fail to inform the school of their
destination.

The family is displaced as a result of ‘crisis’ e.g. domestic violence,
homelessness.

Parent/school disagreement and parents withdraw the child from
school.

Family separation.

Where a child cannot be accounted for

Persistent absence

If pupils are persistently absent (absence of more than 19 days), pupils
will be raised with SLT and the Early Intervention Family Support Worker,
who will review the situation surrounding the absences. Parents will be
informed that their child has fallen below the threshold for persistent
absence and a meeting might be arranged with the Head of
Department.

If necessary the Support First Attendance Framework will be
implemented. Initially an Individual Action Plan will be completed and
target set. Early Help support will be considered if appropriate.

If all avenues have been exhausted and support is not improving
attendance due to lack of engagement, the school will enforce
attendance through statutory intervention or prosecution to protect
the pupils right to education.
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9. Term-time leave

At Kitts Green Academy we require parents to observe the school holidays as
prescribed.

The Headteacher is only allowed to grant a leave of absence in exceptional
circumstances. Applications must be made in advance and the
Headteacher must be satisfied by the evidence which is presented, before
authorising term-time leave.

The Headteacher is unable to authorise holidays during term-time unless an
explanation is provided, which outlines why it would more difficult to access
the holiday in school holiday time, linked to the needs of the child. This would,
therefore, count as exceptional circumstances.

The Headteacher will determine the amount of time a pupil can be away
from school during term time. Any leave of absence is at the discretion of the
Headteacher.

Requests for leave will not be granted in the following circumstances:

* Immediately before and during assessment periods
* When a pupil's attendance record shows any unauthorised absence
e When a pupil's attendance is below 95%

If parents take their child out of school during term-time without authorisation
from the Headteacher, they may be subject to sanctions such as a penalty
fine and the school will follow the Leave in Term Time (Legal) Process for
Birmingham City Council. Unauthorised Leave in Term Time will be recorded
as a G code in the register.

A Penalty Notice is an alternative to a prosecution. It requires the parent(s) to
pay a fixed amount as a fine for their child's iregular attendance to avoid a
court appearance. If the Penalty Notice has not been paid by Day 28,
parents are generally prosecuted under section 444(1), the Education Act
1996. If this is necessary.

10. Young carers

The school understands the difficulties that face young carers.

The school will endeavour to identify young carers at the earliest opportunity
from enrolment at the school and throughout their time at the school.

The school takes a caring and flexible approach to the needs of young
carers and each pupil will be examined on a case-by-case basis, involving
other agencies if appropriate.
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11. Rewarding good attendance

SLT and staff liaise to agree systems, for both individuals and whole classes, to
reward good and improved attendance.

In addition to these rewards, certificates are awarded for 100% attendance
for each half term, term and for the whole year.

Reward systems will be reviewed regularly to ensure they are kept fresh and
motivational. The school will look for every opportunity to raise the profile of
the importance of good attendance with pupils and parents. The school also
aims to help pupils develop their own motivation for daily, punctual
attendance.

12. Monitoring and review

The school’s office staff, on behalf of the school’s Headteacher, ensure all
attendance data is accurately recorded and can authorise absence on the
Bromcom attendance software. One member of staff is assigned this duty in
the administrative team.

Attendance data is then checked daily by a member of the attendance
team. An attendance report is produced and reported back to the
Education Advisory Board (EAB) every half term.

Attendance data is monitored for:

* Pupils with 100% attendance.

* Any developing patterns of iregular attendance and lateness

* Pupils falling below 97% attendance more than 6 days of absence.

* Pupils who are persistently absent — any pupil whose attendance is
below 90%

* Pupils with persistent lateness.

* Pupils with significantly improved attendance.

* Requests for holidays.

When any concerns for attendance are raised the school will aim to support
pupils and their parents or carers to improve this through a number of
measures. Kitts Green Academy operates a staged model of intervention to
promote beneficial attendance.

In the first instance concerns about attendance are raised with parents and
carers via letter and/or telephone call. Following this there will be
opportunities for the parent/carer to discuss reasons for absence. In cases
where attendance has not improved the school will identify a monitoring
period and possibly a target to support improvement. Where this is not
successful the school may then progress through the Support First Attendance
procedures developed by Birmingham City Council’s Education Legal
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Intervention Team, to create an action plan to support parents/carers in
raising attendance. Referrals may also result in legal action. Early Help may
also be offered to parents and carers in cases where there are concerns
surrounding attendance and/or punctuality.

Good attendance is further promoted by

* The application of schools’ Attendance Policy consistently.
* Training for relevant staff as necessary across the School.

* Creation and monitoring of regular attendance reports to SLT and
relevant staff.

The table below highlights the attendance figures and response from the
school in relation to the “Support First” attendance framework.

Stage Attendance (%) No. of Days Absent School Response
97% 6 days or less absent Good Attendance (Half
Term Certificate)
Stage 1 96% 7 days absent Initial Letter of Concern to
parents / carers
Stage 2 94% 12 days absent Parents invited to an
Informal Attendance
Meeting
Early Help Support Offered
Stage 3 Six weeks of Early Help Support — If parents and carers fail to engage and / or there is
no improvement in attendance move to stage 4.
Stage 4 93% 13 days absent Parents invited to a Formal
Attendance Meeting and an
Attendance Plan is put in
place
Stage 5 10 weeks on a formal attendance plan with no more than 5 days of absence during this
period. On the 6" day of absence move to stage 6
Stage 6 Submit referral for formal prosecution. Return to stage 1
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Appendix’s

Appendix A

Insert date School logo

Dear «ParentTitles «ParentlastName:s

Re: aChildFirstName» «ChildLastName»

Your child, «ChildFirstNames «Childl astNames has been identified as having poor punctuality at «School names
School.

As you may be aware, the law treats some persistent lateness in the same way as mnauthorised absence and parents may
be prosecuted or receive a penalty notice from the local anthority if late arrrval 1s not resclved. This has been further
strengthened in new regulations which came into force in September 2024.

Minutes late Equals days worth of
per day during teaching lost in a year
the school year
5 mins 3.4 days
10 mins 6.9 days
15 mins 10.3 days
20 ouns 13.8 days
30 muns 20.7 days

Poor punctuality can lead to your child.
+ Feeling embarrassed in front of their friends
*  Missing the beginming of vital lessons
+  Missing important instructions for the rest of the school day
*  Learning bad habits which could affect their emplovability in the future

If your child is having any difficulties that vou wish to discuss, please contact me immediately. If vou have other
concems about vour child or other difficulties you would like support with, please contact the school who may be able to
assist in the form of an early help assessment. You can also find help and support here:

From Birmmingham with T.owve

Your child’s punctality nmst now improve, or the school may have no option but to take firther action against you. If
vou call and I am not available, please leave a message and telephone number and I will call you back.

Yours sincerely,
w3chool Representatives
Job Title
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Appendix B
Ins=rt dafe

iParertTiies P arenifsitameas sParentlasfidameas
il dressline 1w

nfddressLine 2y

niCityu

nPoshz odews

Cre=ar aP are ntTitkes aParenilasidamen

Yowr child’s poor otfendonce at school this year s cousing serfiouws concem as héfthé hos be=n
absent for Aumber af sessions owt of o posible Aumber of sessions. This will make i much harder for
your chid fo achieve good resulls in their school work. Mastf AR of the obsence has been des to
ilne=ss or for medical regsons.

fou howe besn odvised fo talke your chid to see youwr GP fo nule owt any underdying medical
conditions that youwr chid maoy hove and hove been offered g referal to the school nuese.

Unforhurately, duse fo the high levek of illness absence from school, the Haadieacher can no longer
autharise any absence for medical reasan vnless suppored by medical evidence.

dbhould Pupdl's Rrame hove any further sewsions of obsence becouse of illness or medicaol reasons youw
are strongly advised bo provide one of the follkwing which may =naoble the Heodieacherto
auihorse your chid's absence:

=  KMedical oppointment card with one gppoinfment entened

= Lefter from o professonal sech as o hospital Consulhant or Psychologist

= Evidence of o consultafion with NHS 111

= Medicotion prescribed by o GP

= Copy of prescription

= PFrint screen of medical notes

= Lefters concerming hospital appointments

= Sip with dote, pupik name and surgery stamp, signed by Receplionist

= Icreen shof from the HHE app of the any contact with the &GP reganding the child™s health

Dactors of GF ‘sick’ nodes are ﬂﬂlﬁﬂd.&d. Fleas= da fﬂlﬂ'ﬂl.lﬂ'ﬂ Ihese from Yo &P as 5/ he will nol
be able lo provide one.

Flecse be gwaore that felephone calks and handwritben notes from o porent/carer ane mof
ocoeptoble os medical evidence when offendonce & of s=fows conoem.

| howe to advise yow os o parentfcarer of a child of statutory school oge, you have a l=gal
respansibility fo =rnsure ful fime education suitable to the child’'s oge=, abilfy and apfibede and any
speciol educaofional needs the child moy hove, sither by regulor oftendance ot school or ofhe raise
|Edwcation Act 1998 Sechion 444).

We work with parents to improve school oHendance. Good affendance will mean that your child is
able fo ochieve the best grodes for their abilfy ond hove real opportunity in further education and
the world of work. Absence disnupls the education of the individual pupil and the whole chass.
Zhildren who do not attend regularty:




Page 24 of 43

do not ochisve well in =xams

find it difficult to maintain fiendships

miss out on social events

ar= more fikely fo become involved in crime

If wou hove other concems obout your child or other difficulfies yow would e suppordt with, pleas=
confact the school who may be able to assist in the form of an =arly he=lp assessment. You can ako

fird help and support here: From Bimmingbom with Love

If you wish to discuss the contents of this l=fter or youwr chid's affendance please confact me. If you
call and | am not availoble, pleass l=avwe a meizage and contact telephone number and | wil call
you bach.

Yours sincershy,

wichool Represenbatives
Job Tifle
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Appendix C

Insert date School logo

P arentTites «Parentirstames «ParentlastNames
phiddrecs] inels
pluddrecs] inels

uiCityn
uPostCodes

Diear aPareniTiles «ParentLasttNames

Re: aChildFirstMames «ChildLastNames - D.0.B. «ChildDOB» ¥r «YearGroups

I'm writing to you to express concem about «ChildFirstNames attendance in school. As you may be
aware, it is the legal responsibdity of parents to enswre children attend schiool regulardy.

We work with parentsicarers to help mprove school aftendance. Good attendance will mean that your
child is able to achisve the best grades fior their ability and have real opponunity in further educaton
and the world of work. Absence disnupts the education of the individual pupil and the whole class.
Children who do not attend regulary:

» o not achieve ther potential in exams
find it difficult to maintain friendships
miss out on social events
are more likely to becoms involved in came
are less likely to earn high wages as adults

I you feel your child has ongoing or unresclved medical issues, we can amange for a referral o the
school nurse. You are also advised o approach your doctor ungently and to mform the school of he
cutcome. I there are other difficultes affecting your ability to ensure your child attends school
requiary. we may be able to halp and offer an early help assessment so please contact us urgantly to
arrange a mesting. You can alsa find help and support here:

From Birmingham with Love

I you wish to discuss the contents of this lefter or youwr child's attendance, please contact the school.

I you call and there is no one available. please leave a message and contact telephone numbsr and
wee will call you back.

I hope this is helpful to you and we ook forward to seeing aChildFirstMames in school rmore regularty
from now on.

Yours sincerely,

eMames
School representative
Job fitle




Page 26 of 43

Appendix D

Ref:

Insert date School logo

P arentTitles «ParentFirsttlames aParentLastMames
phddresslinals

piddressline?s
wCityz
ePosiCodes

Invitation to an Informal Attendance Meeting

Please find enclosed a copy of «ChildFirstNames Regsiration Certificate. «ChildFirstNames

attendance is currently «insert % Attendances which means that he has missed alnsert the
number of days misseds | am sure that this is as much a concem for you as it is for us.

An attendance of 830% equates to an average of one school day missed per fortnaght whilst
attendance of 30% equates to an average on one day missed per week. As you know to achieve
thieir full potential a pupil must have regular high attendance and punctuality.

| would, therefore, like to mvite you into school on «insert day, date and times to discuss your
child's attendance concems. Please ket me know if this is not convenient and a mutually agreeable
appontment will be amanged. It s wital that this meeting takes place so that we can begin to support
you in improving aChildFirstNames attendance.

I have to advise you as a parent'carer of a child of statutory school age, you have a legal

responsibility to ensure full ome education through regular aitendance at school or
orherwise (Section 444 of the Education Act 1336)

If you require any further clanfication regarding school attendance, please read our Attendance
policy which is available on the school's websibe.

Youwrs sincerely

wSchool_Representatves
Job Title
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Appendiz E

Fef:

Insert date School logo

P arentTites « ParentFirsttames aParentlastames
whddresslinels

whddresslines

ulCitys

ePostCoden

Invitation to a Formal Attendance Meeting
Dear « FareniTiies sFarentlasiNames

Re: eChidRirstiNamen a Childl astMamer - D08, «ChigdDO8x
¥ a YearGroupe af e SchoolNamey

There hawe been confinuing difficulbes conceming the attendance of your child «ChidFisiNames
#GhildLssiiNames at w SchoolNames.

To assist you, the school have fried to engage with you to offer additional support such as early help
to improve « ChidFirstMames's attendance and prewvent the need for kegal action.

In an attempt to resolve issues regarding attendance, a Formal Attendance Meeting has been
arranged at «SchooiMamey on cAppointDafes at eAppoint Time:.

Uszg this paragraph for sscondary schools only delsts for primary school child. If you fesl on an
Indlvidual basls that a primary school child would bensfli from attending the mesting with their parents
plaass lsave the paragraph In

e GhitdFirsfNames should ke n school and can join us for the meeting. B «GhildFirstiNames is not in
school please bring « ChildRirstiNames with you.

It is wery important that you attend. We cannot assist you in reducing «ChildFirstMamex
absence from school without you attending the meeting and working in partnership with us.

This meeting is your opporunity to discuss any matters of concem. i you would like assistance and
support wia an eardy help assessment, please attend the meeting afier which an assessment can be
arranged.

Fegretfully, failure to aftend this meeting and further unauthonsed absence could result in the matter
being referred to the local authorty for possible prosecution or a penalty notice being issued.

I must advise you that it is your legal responsibility to ensure youwr child attends school
regularly.

Please contact me urgently on the telephone number provided if you are unable to attend. 1 am not
available, pleass leave a message and contact telephone number and | wall call you back.

fours. sincerely,

wSchool_Representatives
Job Title
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Appendix F

Fef:

Insert date School logo

gParentTitles «ParentFirstNames aParentLastMames
ghddresslinels

phddress] ineds
wCitys
ePostCodes

Invitation to a Rearranged Formal Attendance Meeting
Dear wFarentTiies aFarentLasfNames

Re: glhidFirstiamey ¢ Childl astamer - 0.0 8. ¢ChildDO8s
Yr a YearGroupr af aSchoolNamey

In an attempt to resolwe isswes concemning the attendance of your child «ChidFirsiames
#ChildlasiNames at aSchooiNames, the Formal Attendance Meeting has been rearranged at
#SchooclNames on eAppontDater af e AppointTimes.

Use this paragraph for sscondary achools only delsts for primary school child. If you fesl on an
Individual basls that a primary school child would bansflt from atiending the mesiing with thair parents
please leave the paragraph In

x ChildFirsfNames should be in school and can join us for the meeting. f «GhildRrstNames is not in

school please bring « ChildRrsiNames with you.

It is very important that you attend. We cannot assist you in reducing «ChildFirstMames
absence from school without you attending the meeting and working in partnership with us.

This meeting is your opportunity to discuss any matters of concem. I you would like assistance and

support via an earfy help assessment, please attend the meeting after which an assessment can be
arranged.

Regretfully, failure to attend this meeting and further unauthorsed absence could result in the matter
beng referred to the local authorty for possible prosecution or a penalty notice being issued.

| must advise you that it is your legal responsibility to ensure youwr child attends school
regularly.

Please contact me urgently on the telephone number provided if you are unable to attend. | am not
available, please leave a message and contact telephone number and | will call you back.

Youwrs sincerely,

eSchool_Representatves
Job Title
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Appendix G

Formal Attendance Meeting Record Sheet
(All parents comments must be recorded)

Bamting bl one e e e e e

BT e e mmmm s et At et Rt £t e E 2t e e

Attended by [Fleasa incled s the namas and job tithes of stalf, the name of parenticarar(s) and any
parson sccompanying them)

Intreduction

Thank you for attending this Formal Attendance Meeting. The meating will provide you with the
opportunity to explain why youwr child/fren hasshave had unauthorised absencae and for us to agree
a parant’school contract at tha end to improve their attendance in school. (F there iz more than one

child in the family, record information on separate sheets from page 2 onwards).

Child A . . ..o e e Child
DB e P

Parent'Carer Mama Parent/Carer Mame

5 [ 5 |
Baddiress e | BETEES e

Relationship to child/ren Relationship to child/ren

i only one person attends the FAM:
Do you have a partnar who Fvas ot this address? f so what is thair name?
L L=y LA 1 = T T 1 | =

Balationship to chil difiram: ..t e e e e et
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For a parant who lives at a diferent address from childfren describe all contact they have with dhild
[how often/do they stay overnightfars they involead regarding theair children's education atc)

“¥ou now have an opportunity to explain why your child has poor attendanca. | am going to
ask you some questions. Please answer them as fully as possible.”

(Mote that it is acceptable for staff to assist parents in answering the guestions if necessary)

1. What actions have you taken to get your child to attand school?

2. Are there any reasons, such as difficulties at homse, housing problams, illness or disabilig
issuas, relationship or behaviour difficulties stc., whidch you think may be affecting your child's
ability to attend school regularky?

YN

I yes, could you please outline thae difficulties the family is sxperiencing?

Would you like some assistance from relevant services in order to halp to resobve thase difficulties
via an Early Help Assessmant?

3. Has your child bean too ill to attend school during the pericd of absence? (Show copy of
attendance printout)

Y| N
H yas:

N [ S o P [ T

Hava you taken your child to a GP or Consultant? Y M
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H yas, what advice did thay give youT e s .

Do you have medical evidenca ie. a medical appointment card with one appointment entared,
letter from a professional, doctor’s note (not required), medication prescribed by a doctor, copy of
a prascription, print screen of medical notes, letters concerning hospital appointments or any othsaer
relovant evicence? Handwritten notes or telephone calls from parents are not acceptable when
attendance is of serious concern.

Y |N

H a doctor has not been consuled, why not? e

Do you consant to a school nursae refarral if needad?

Y[ | N

H yas, what is tha name of your child’s GP and which surgary are they registered with pleasae? i
no, what is the reason for the refusal to consant?

4. Has your child besn bullied? Y W

H yas, who have you reportad this to in School and what action was taken?

H this has not bean reported, why not?

5. Are any other agencies or professionals [invelved with) working with your family?

Y[ N

H yas, who ara they and what work are thay doing with youwr family?

a =L 1% ] 1L ", =L L~ i 3 J ~da ’
|Discuss transport arrangemants at this poimt if pupil is in receipt of homa  school ransport)

YL N
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7 YL N

Antendance Contract

“Wa are now going to agres on a parent/school contract to ensure that attendancs

improves. The contract will ba in place for an inmtial 10 weaks. i you agres to the terms of
the contract it must be signed.”

[(All paperwork must be legible and signed, photocopied and a copy given to each parent at the end of the
meeting - all 7 pages of this document. Send a typed copy of the parent/school contract if writing is not easy
to read)

Agresd actions by parent/carer

Ensura your child attends school evary day it is open, on tima, ascorting them into school
and handing them ovar to a namaed parson it necessary. [(f the parent is mquired to hand
tha child ower to a member of staff / School Reception, and/or a part-timie timetable has been
agreed for a short period of time to re-integrate the child badk into school please record the
arrangements hera]

i your child is going to be absent for any reason, you will contact the school on the first day
of avary absance before 2.30am stating the reason for absenca and the likaely return data.

Taksa your child to the doctor if unwall and provide the school with medical evidence ie. an
appointmeant card with one appointment entared, letter from a relevant profassional,
hospital letter concerning appointments, medication presaibed by a doctor, copy of
prascription, print screen of medical notes or any othaer medical evidence which enables
the Haad Teachar to authorisa the absence as illness or madical appointmaent. School will
not authorise medical absence without this svidence. (Handwritten notes or telephone
calls from parents are not acceptable when attendance is of serious concern).

You will contact the school if your child s expariencing any difficubies preventing regular
attencdanca.

Any other actions agregd:
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Actions by Schoaol

* Toraspond to parental contact promptly.

" To continue to monitor attendance.

* Tocomplete Early Help assessment (delste as appropriste)
* Tocomplets a school nurse referral (delete as appropriate)

*  Toenly authorise absence dua to illness when provided with medical evidanca.

Any other actions agregd:

I must advisa you that any further unauthorised absence within the 10 waeak term of the contract is
likely to lead to legal action.

The law states that your child must attend school on every occasion that it s open unlass thare s a
reason that enables the Head Teacher to authorise the absence under the Reqgulations. The law
also states that it is parents’ responsibility to ensura their child attends school regularky.

Statomant read to the parent]{s) Y| [

Schoolstalf e Sigmed L Dated

Parent Statsmant

I confirm that | have read thase notes and undaerstand the contents of this meating.
(2 R L T - SR~ 1 [+ SR b-1- 1 - I

(2T LT 0 RSN, * 1. | |- = FUSUSPRRRS b1 =1 - SR

‘Parent’ includes any person who is not a parent of the child but who has parental
responsibility for the child or who has care of him/har.

Have copies of the Formal Amendance Maating Becord Shaeet bean given to the parent at the and
of the meating?
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Appendix H

Fef:
msert date

wPareniTitles «PareniFirstvames oParentl asih amen
vl ddresslimel »

wAddressLineds

« ity

wPostCoden

“Support First’
Dear «ParentTitles «Parentl astNamex

Re: « ChildFirsiNames wChildLasiNames - D.OB_ « ChildDORw
Yr aYearGroups ar «SchoolNames

Thank you for coming to the Formal Anendance Meeting on «Dares regarding the poor attendance of your
child on «dppaintDaten at aSchoolVame:.

We were very pleasad that you came to the mesting and hopefally your child™s attendance will now maprove.
Please find enclosed a copy of the Formal Atendance Meeting notes, a copy of the signed atendance contract
and a lepal mformation leaflet.

The contract covers the next 10 weeks and it's really important that during the period eutlined thers is no
further unauthorised absence, inclading unaathorised leave in term time.

Please contact me immediately f « ChildFirstiames is expenencing any difficulties preventing thear
attendance during this perod which may mpact the success of the contract, or if you feel you are
unalcle to comply with what's been agreed.

Please note howewer that at this stage, thers must be no further unauthorised absence if a penalty
noticelegal action is to be avoided.

If you call and | am not available, please leave a message and contact telephone number.
Yours sincerely,

«5chool_Peprasentatives
Job Tithe
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Appandix |

Ref:
msert date

wParent Title «ParentFirsttame: oParentl asiames
sl ddress] ime] s

sl ddressl mels

wCitys

«PostCodes

*Support First”
Dear «PareniTites «ParentLastNames

Fe- «ChildFirsiNames «ChildLastName: - DO B. « ChildDOB
¥r aToarGroups ar aSchoolNames

Unfortanately, vou did not attend the Formal Attendance Mesting, which was to take place on «4dppaintDares
ar chchoplNames. *The meetng was rescheduled but unfortunately von did mot aftend that meetmg either

{*delece if the pareat informed you that they were refusing to attend the first FAM o it was not rearranged). Thiz
means we were not able to complets a signed attendance contract with you.

Yoo are now advized toc

» ensure your child attends scheol every day it is open, oo time, escorting them imto school i necessary and
handime them over to a member of staff. You have also been made aware that vour child will zet an
unauthorized absence mark if they amrive after remstratdon closes.

= gontact school on the first day of every absence by 9 30am stating the reason for absence and the likely retam
date.

» take your child to the docter if unwell and provide the school with a-

Medical appoiniment card with one appomiment entered

Lerter from a professional such as a hospital Consultant or Psychologist

Evidence of a consultation with 2HS 111

Medicaton prescribed by a GP

Copy of prescription

Prinf screen of medical notes

Latters concerning hospital appointments

Slip with date, pupils name and surgery stamp, sipmad by Raceptionist

Screen shot from the WHS app of the any contact with the GP regarding the child’s health

O O 0O o o0 oo o

Az your child's aftendance 5 of senious concem, telephone calls and bandwritten notes from a parent'carer ars
nof acceptable as medical evidence. I must inform you that the Head Teacher will not aathorise medical absence
without the relevant evidence.

I will continge to monitor «ChildFirstNames’s attendance. If there i= any forther unanthorised absence we
may have mo other option bat fo submit a referral to the local anthority which may resalt in yon beng
prosecuted at conrt and/'or a penalty notce being 1ssmed.
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Please contact me if « ChildFirsiNames 5 expenencing any difficulties prewenting their attendance,
including if you would Bke to access an Early Help assessment if deciined previously. If an Early Help
assessment is not appropriate as you are working with a social worker, family support worker or early
help worker, please discuss the difficulties you are experiencang with your allocated worker, and they

may be able to offer you some additional support.

Please note that at this stage, there must be no further unauthonsed absence if legal action is
to be avoided.

If you call and | am not available, please leave a message and contact telephone number.
Yours sincerely,

#5chool_Bepresentatives
Job Title
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Appendilx J

Rt
msart date

wParentTitlew «ParentFirst™ame: oParentl asih amen
wdddresslinals

wdddressLinels

wCitys

wPostCodes

*Support First’
Dear eParentTites «ParentLastNames

Re: aChildFirstNamer « ChildLasiNames - D0 B. « ChidDOR s
Yr o TearGroupe ar «5choolNames

Thank you for coming to the Formal Artendance Meeting on «Diatew regarding the poor attendance of your child
on sdppomiDaies at wSchoolName: .

Unfortanately, theugh you attended the meetng as you refiased to sign the atendance contract, we are not able
to cootinue with that option.

This means you are now advized to:

= ensure your chil attends schood every day It 15 open, on ime, sscorfing them Info achool If necasaary
and handing them over to a2 member of ataff. You have also been made aware that your child will get
an unauthorised absence mark If they amive after registration closes.

= contact school on the first day of every absance by 9.30am siating the reason for absence and the Ikely
retusm date.

= fake your chid to the doctor i unwell and provide The schaol with a:

Medical appoiniment card with one appomtment entered

Letter from a professional such as a hospial Consultant or Psychologist

Evidence of a consultation with WHS 111

Medicadon prescrived by a GP

Copy of prescription

Print screen of medical notes

Letters conceming hospital appointments

Slip with dafe, pupils name and surgery stamp, sipned by Receptionist

Screen shot from the IWHS app of the any contact with the GP regarding the child’s health

0O 0O o oo oo oo

Az your chald’s attendance 15 of senous concem, telephone calls and handwritten notes from a parent/carer are
oot acceptable as medical evidence. I must inform you that the Head Teacher will not authorise medical absence
without the relevant evidence.

I will continue to monitor «ChildFrrtNames s attendance. If there is any forther nnauthorised absence we
may have no other option bat to submit a referral to the local anthority which may result in yon beme
prosecuted af conrt and'or a penaley motice being issmad.

Please contact me if «ChildFirstiNames 5 expenencing any difficulbes preventing their attendance,
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including if you would Bke to access an Eary Help assessment if declined previously. If an Early Help
assessment s not appropriate as you are working with a social worker, family support worker or early
help worker, please discuss the difficulties you are experiencing with your allocated worker and they
may be able to offer you some additional support.

Please note that at this stage, there must be no further unauthorised absence if legal action is
to be avoided.

i you call and | am not available, please leave a message and contact telephone number.
Yours sinceraly,

«5chool Fepresentatives:
Job Titke
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GOOD ATTENDANCE

=

MATTERS!

Every school
day counts

Qﬂr

IMPORTANT INFORMATION FOR PARENTS AND CARERS

Why is regular school attendance
and good punctuality so important
for my child?

Raqular atvendanoe at schonl means tha
weralir chld cam make the rrost of thiear

ech ration and improve thair chanoes in
acult e, Schaod can akio help your childfs
social shille mich as making and dewalaping
friarad shipss

Tha link betwaan aftenclancs ard attanimsant
in schoaal ks clear. The miore a child ks

in schon| the mone thery incmease ther
oot ity te fulil theeds potential

Lo ponclaty | rnpomant. For exargdhe,
il & child arfiees 15 minuces lswe a1 schaal
ety clay, they boss almoo 2 weseks of
ELCATion o Thee pee oo punciuainy
aln helpa your child get into good habits for
when they enter the warld of work,

Laneruias can {aime your chik
eryikea e sa rei Bl 1% S0Mme OrlrrElEnoes
can count as unauthorsed abesnce

<E

NS

12

How can | help my child enjoy
school and attend regulary?

Ba crqansad, have a plan, b comsistent and
irrvobse your childl

ol should:

* grmune they hawe an appropriabe bedtime
roubine

» reate good routines for momings at horme
50 that your child can amve punctuall y and

ane properly equipped;
» g aosence from school whenever

possibde = try to make dochors anc dental
appointrnents out of school howrs

« prake tme 1o encourage and show inlenes

i srhon | work, Eanckhipg e,
= atterd school open evenings and functions

v Craata a cabm space for them to do
homewsork, dhack they understand
the hamework ard that it hes been
completed

» gham any echicstion conoems waur dhikd or
wou rray hawe weth the school steff a3 soon
s porssinha

& el maalialic Bouncaies




Holidays/Leawve in term time

Hedardayw in oo Timss ara recd @l loveed.
Fameniw/canems must apply for the
authoresation of any leaa prioe tos travel
oF their children could be reported 1o the
council as mssng in educabon.

Laarve for ather crcumstancss sudh as
bereavemer o Tarnily iness abomad may
als rot be authonsed. indoming the sdhool
cloas Aot maan the baee @ agreed. In

the event of a genuine family emengency,
pamnts showuld avedd requasing mose

ther 5 school deys absencs, Leave due 1o
weeddings s unlibely to be authonsed.

T weeeks unauthorised holidaylease
means at least 30 lessons missed that wall
ra e s repaane .

Enf &

What does the law say | must do as
a parent/carar?

Cwnice your child s neglstenad af & schiood,
you ane kegally sesponsible for rsking sure
they attend negularly. This means your child
ehvaruld mal Pave By uneeatherizod absanca
as this would constitte an ofenoe in law.

Wihen atbendance doesn't improve afser
it o, ke & micirmum of § daye
vrauthorsed boldaylese is taken, kegal
action can b taken

Courts can fine panemis'ciners up ta £1,000
par child and for repsat afferces the court
car fine parens’carers up to £2,500 per child
o mpose a prison serenos of up

3 mionihi

212
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I many cases, But Aol 8ll, panenis canees oan
discharge an alferce by paying a penalty
notice of E1&40for sach panent per child,
ciscounted to (50 # paid within 21 days. For
& farnily of twio panerisdcaness with 3 children
than wowdd e ar beast £480.

Whers can | get halp and adwvice?

I o e et i nedation 1o o okl
attencance, helpis available. Flease make
an appeinimant with tha school to deoies
YOUF CORCRIFT,

Miost difliculties can be reschaed nfomally,
bt the staff cam alen arange an early belp
asirssment of ireke 8 iedquest Tor suppon
o Birmirsgham Children’s Trust if necessarny,
T oL SN SR

Schoo nurses can also e helpful & your chid
Fiais @ Fisclical cordithon o has & ket of tire

off due to ilness

Farent'caners s srongly adwised o work
i s e s wath thee schond we ackdiess anry
oifficufies mpacting school attendanoe. For
o idommation about sdhenl arfendancs

oof M o pinescd P 0 SUPPORT, please s
theewe inks:

wwrw.birmingham.gov.ul/saap
wiwrwbirming ham.gov.ule/love

B
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‘SUPPORT FIRST’
1638, SCHOOL ATTENDANCE

LEGAL ACTION INFORMATION FOR PARENTS

Thi= leaflet is for only parents/carers whose childfren's attendance has not improved following
ofiam of suppart faom their childs school, inchuding a formal mecting. To avoid Lagsl Action
beaing taken against you for faling 1o ansure your dhild/ren attend school reguilarly, wou ane

Bckased of the following

= Ensune wour child Ms-:h:-:la-.-:-r*_.- iy i o, O e, BROLrting e inbs schis f
riecessary and handing tham over 1o a member of staf. (Mease be aware pour child may gat

an urauthorized absence mark when they anive afier registration closes)

= Conbact schood on e first day of every absence by 530am stating the reason for absence
and tha kel retum dabe

= Take your child 4o the doctor if unwell and provids the school withc medical appoirement card
wWith one appoitment entered, later fom & professiona) meckcation prescibed by 8 docios
copy of peescription, print screen of medical notes, as vell as b=thers conceming hospis
appointmsarts or any othar relevant evidenoe. (Tha Hiead Teadnar will not autharisa madical
absencewithour evidenie]

Haow does your chald cnmpam?‘

Attendance equals this whilch is which means
during one nurmber of days approximately this number of
school year ab=sent this many weeks | lessons missed
AoRENT
5% 9 days 2 wooks 50 lessons
PG 19 days 4 wadcs 100 hids s
e 29 days & wranlcs 150 leszons

/2
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Legal cutcomas in respect of poor attendance
Section 23(1) Anti-Sccial Bahaviour Act 2007:

Peralty notices may be msued to the parent of pupils who have unauthonized abserce rom
schoal for first ofanoes. For second offences the decount of £50 will not apply. din cases of
pxcassive abeanca, of tor g thind or moss offanca, whedhaer dor cengoing absenoe o ks in
LesiTm e, the matter ma' be nedermed stragit 10 Court)

= The amount of the peralty s E30.
= If thia is not paid within 21 days the amount ises o £160.

= If not paid within 28 days the: Local Sarthortty mey peosecube under section 243(1] unless 1
comas to our atherion that the peralty notice hed bean Esned
im efror,

Section 444(1) Education Act 1994

=y s the parent of & child of compulenny sohoal age wha Tals o anend achaod regulary,
you are guity of an offence.”

The court can fine each parent ue to £1,000 per child, order payment o the pros=ation
0oshs, imooss a wotimn suschange, andfor make a Parenting Ondar

Section 444{1A) Education Act 1996&:

“Hfin the: above dnoumrstanoes you, the panent, mow that your child is failing to attend
regularly at the school and fal without reasonable justfication to cause him'her to atiend, you
are guiky of an offercs *

The court can fing you up o £2,500 per child andfor samterce you o a pariod of
impriscrmant of up to 3 monthes, irgose & victim surchange and oder pasment of the

e -

Plaass note that Penaltiss amd l:l-l"-ﬂl.ﬂ-E'LrI:iﬂﬂl are in raspact o

each parent for each child. "Parent’ also incdludes any person who
is not a parent of the child but who has parental responsibility

for tha child (and applies whether or not that parsan lves with
the child) or who has care of himdhar,

gl

a2 B8 v b el -+ dresery W« BDCI IR
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Appendix M

KITTS GREEN

DAILY ATTENDANCE PROCEDURES

i By 10am a call is If no answer,
Reg|3te rs open Text sent to be made to voicemail left and
at 9am and toall e 2nd text sent
close for all parent/carers of they still have not Register marked as
students who Madelcontachto ‘0O’ with a comment
classes at have ‘N’ code find out the to say what contact
9:30am reason has been attempted
If parent If contact is
has made contact made with
& given areason for parent/carer, use
absence, no further appropriate code
contact is required. I Ere e A
Ensure the correct dd ment
code has been used .'a- 40 . v
on Bromconm. with reasonings.
No ‘N’ codes Run attendance
Registers open Go through and should be left by the data to produce
at 1:30pm and check all students end of the day. report for
L £ I have an appropriate If unsure of what headteacher of
closefora code for AM & PM code to use, mark as both authorised &
classes at 2pm session ‘0’ and query with unauthorised
Headteacher absences

N U N4

e Headteacher will review all codes used and inform admin of any

changes to be made.
¢ Headteacher to inform Family Support Worker of any home visits

required due to absences.
e The daily attendance report will also be used in safeguarding

meetings to help identify any concerns and patterns.




