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Statement

Grantham Additional Needs Fellowship and the Governors are committed to providingafull and efficient
education of all pupils. Regularattendance is essential to allow children to fully access the curriculum. To
this end Grantham Additional Needs Fellowship and the Governors will do as much as they can to ensure
that all pupils achieve maximum possible attendance and that any problems, which may impedefull
attendance, are acted upon as quickly as possible.

Aims

All pupils of statutory school age have an equal right to access an education in accordance with National
Curriculumregulations, therefore;

* Itisthe responsibility of parents/carersto ensure attendance at school as required by law
* Situations may exist beyond the control of parents/carers and pupils which may needto be
addressed in partnership by Grantham Additional Needs Fellowship and external agencies

Expectations

Parents/carers and pupils can expect the following from the Fellowship:

* Regular, accurate and efficientrecording of attendance

* Early contact with parents/carers when a pupil’s absence if no message is received by telephone or
no priornotice has been given, thisison a daily basisandis recorded

* Immediate and confidential action on any problem notified to the Fellowship

* Encouragementandtailored supportto pupilstowards good attendance

* Bespoke support plansforpupil’s thatare unable to access school for reasons such as medical
recovery etc

The Fellowship has the following expectations from parents/carers:

* That theyensure theirchild attends school regularly

* That they will contact the school by telephone orin person at the start of the first day of absence;
whenevertheirchildisunable to attend school

* That theywill ensure theirchild arrivesin school ontime and prepared for the school day

* That they will contactthe school, in confidence, whenever any problem occurs that may keep their
child away from school

* Toavoid, where possible, takingany planned absence duringtermtime

* Theywillinformthe Fellowship of any planned medical procedures/circumstances that may resultin
achild’slong-term absence to ensure an appropriate support plan can be established

* That theywillinform the school of any planned appointmentsin advance and provide evidence of an
appointmentif necessary.

The Fellowship has the following expectations from pupils:

* Thattheyattendschool regularly
* That theyarrive at school on time and are appropriately prepared for the day

* That theywillinformamember of staff of any problems orreasons that may hinderthem from
attendingschool
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Responding to Non-Attendance

On the day of the absence, if a telephonecall or prior notice has not
beenreceived from parents/carers the receptionist will;

* Attempttocontact parents/carers by telephoneto obtain an explanation forthe absence, this will
be logged and monitored

* If parents/carers are non-contactable the pupil’'s emergency contacts willbe contacted to enquire
aboutthe absence

* Ifthereis noresponse by 12.00pm, the SeniorLeadership Team/Safeguarding and Pastoral Team will
determine whetheritis necessary fora staff memberto carry out a home visit on the day of absence

* Ifa pupilisabsentlongterm, a bespoke support programme will be established with the
safeguarding and pastoral team and, where appropriate, weekly home visits will be carried out

* Ifa pupilisadmitted to hospital, the Fellowship will liaise with parent/carer and the hospital to

determine the appropriate course of action to support the child’s recovery, education and
reintegrationinto school

School Organisation

For this policy to be successful every member of staff must make attendance a high priority and convey to
the pupils the importance of attendance in accessing the quality education being provided. This means staff
will arrive tolessons ontime and be well prepared.

Specificresponsibilities allocated to staff:

Headteacher:

* Tooverseethe whole policy

* Toreportto governors

* Toliaise with class tutors

* Tooverseethe operation of the attendance system and the collation of attendance data
* Tooversee the work of administration staff

* Toreporttothe Trust when necessary

* Tooverseethereintegration process and planforthe return of long-term absences

Class Tutor:
* Tocompleteregisters accurately and on time both AM and PM

* Torecord anyreasons for absence in pupil planners onthe registers
* Toinformthe safeguardingand pastoral team of any concern

Administration Team:

* Updateregistersonto School Pod
* Notetelephone messages and markinregisters

* Highlightirregularabsenceandinability to contact parent/carerto Senior Leadership
Team/Safeguarding and Pastoral Team

Safeguardingand Pastoral Team:

*  Make weekly home visits with pupils that are absent from school longterm
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* Liaise with parents/carers regarding pupil’s attendance
concerns

*  Producetermlyletterstoall parents/carers statingtheirchild’s current attendance

*  Produce attendance letters and analysis of attendance figures when required

* Liaise with stakeholdersregarding a pupil’s attendance concerns

* Keepanup to date folderwith all attendance paperwork including intervention/actions and
evidence

* Liaise with pupil’s SEND caseworkers regarding any changes to a child’s circumstances that may
impede theirregularschool attendance

* Liaise withthe Attendance and Inclusion Team and referto the Education Welfare Service when
necessary

Governors:

* Governors may be given specificrole/interestin monitoring attendance and/or policies

Authorised and Unauthorised Absence

The Department for Education has deemed pupil’s with attendance less than 90% are ‘persistent
absentees’ andfollow upisnecessary.

What isan Authorised Absence?

Authorised absenceis where approval has been given in advance for a pupil to be away, or the school has
accepted an explanation offered as satisfactory reason forabsence. Allotherabsence must be regarded as
unauthorised. The following may be reasons for authorising absence:

* lllness

*  Family bereavement

* Medical or dental appointment

* Days of religious observance

* Fixedtermexclusion

*  Permanentexclusion until removal fromroll orreinstated

As an organisation we ask that we are informed of any unavoidable absences as soon as possible and we
reserve the righttoask for evidence of appointments such as doctor’s appointments.

What isan Un-Authorised Absence?

Absences are unauthorised when the explanation foran absence is deemed an unsatisfactory or
unnecessary reason to be absentfrom school. Absences will not be authorised underthe following
circumstances:

* Family holidays unlessthereare exceptional circumstances

* Shoppingtrips/birthday outings

* No parent/carercommunication

* Lateness;arrival 30 minutes afterregistration closes without parental explanation
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Irregular Attendance/Refusal to Attend

Parents/carers of pupils of compulsory school age are responsiblefor
making sure theirchild receives afull time education and can be prosecuted for Irregularattendance under
the Education Act 1996 Section 444 (1). Where a child has not attended regularlyat school the Local
Authority have the options of issuing afixed penalty notice in respect of the parents of the child, bringing
proceedings before the family courts for an Education Supervision Order or prosecuting the parents under
Section 444 before the Magistrates Court. Fixed Penalty Notices can be issued for persistent lateness where
the child arrives afterthe closure of registration.

As a Fellowship we endeavour to support all of our pupils to attend school every day, we therefore ask that
parents/carers act upon any concerns they have regarding their child’s attendance and contact the sch ool at
the earliest opportunity to preventany attendance issue worsening.

The Local Authority’s Code of Conduct and details on Fixed Penalty Notices can be located at:

https://www.lincolnshire.gov.uk/schools-and-education/school-attendance-and-
behaviour/schoolabsences/131943.article

Reintegration

The return to school fora pupil aftera long-term absence requires special planning therefore support
programmes will be tailored to the pupil’sindividual needs and may involve phased or parttime re -entry
with supportinlessonsand/orathome as appropriate.

Leave of Absence

The Education (Pupil Registration) (England) (Amendment) Regulations 2013 have removed the reference of
holidays duringtermtime and now provides that aleave of absence duringterm time will only be granted
where anapplicationis made in advance to the school and the school considerthatthe leave of absence
should be granted due to exceptional circumstances relating to that application. The onusisonthe
parent/carerto presentthe case in writing atleast two weeks before the event. Retrospective granting of
permission,should only therefore be on rare occasions. Therefore parents/carers of Grantham Additional
Needs Fellowship who are requesting time off duringterm time need to completea ‘Request for Pupil
Absence During Term Time Form’ detailing their exceptional circumstances for the absence. Educational
benefits will be considered; however, reasons purely based on financial circumstances cannot. The form
needsto be submitted to the Fellowship two weeks inadvance and the Senior Leadership Team, according
to the child’s needs, will reviewthese requests onindividual basis. If aleave of absence goes onlongerthan
the agreed duration, the extradays will be unauthorised.

Removal from Roll

The Fellowship willonly remove pupils from roll when this has been agreed by the local authority. Inthe
instance a change of school placementisrequired an emergency review will be held with parents/carers to
change the named school on the pupils Educational Health Care Plan.

Parents/carers moving out of the area are required toinformtheir child’s SEND caseworker of this as the
earliest opportunity, and inform school in writing detailing their new address, proposed last day in school,
new school, if a placement has beenfound, and potential schools if a placement has not been confirmed.

Elective Home Education

Whilstthe local authority encourages parents/carers to enrol their child at school, they also recognise that
parents/carers have an equal right to educate their child athome. The local authority wishes to work with
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parents/carers who home educate in orderto ensure thatthose
children are provided with efficient, fulltime education suitable to
theirage, ability and aptitude and to any special educationalneeds which they might have. Italso wishes to
ensure that parents/carers who choose to electively home educate their children, do so forthe right reasons
and have an intention to educate athome from the pointthey remove their child from school.

If parents/carers have a desire to home education their child we as afellowship ask that the headteacheris
informed of the parents/carers intention to home educate their child in writing. The school willinitiate a
meeting with parents/carers, and the child if appropriate to discuss their decision and provide a copy of the
local authority’s ‘Elective Home Education’ leaflet, if a meeting does not take place a copy of this leaflet will
be senthome to parents/carers. The school will notify the Elective Home Education Team and the child’s
SEND Caseworker of such notification and parents/carers will be required to demonstrate, to the local
authority, that they have considered the educational needs of their child and how they will meetthese
needsintheimmediateandlong-termfuture. A child can only be removed from roll on the grounds of
Elective Home Education when this has been agreed by the local authority.

Children Missing Education

Arrangements foridentifying and maintaining contact with children missing, or at risk of going missing, from
education are paramount.

The national definition of children who are notreceiving asuitable educationis: Children of compulsory
school age, who are not ona school roll, nor being educated otherwise (e.g. privately orin alternative
provision) and who have been out of any educational provision forasubstantial period of time (usually
agreed as fourweeks ormore) and whois not receiving asuitable education (i.e. deemed to be ‘efficient
full-time’ education thatis suitableto her/his age, ability and aptitude and to any special educational needs
the child may have).

Our school recognises the entitlement that all children have to education and will work closely with the local
authority to share information about pupils who may be missing out on full time education orwho go
missing from education. The local authority will also be informed where children are to be removed from
the school registera) to be educated outside the school system; b) for medical reasons; c) because they
have ceased to attend; d) because they are in custody; d) because they have been permanently excluded.
We also recognise that children who go missingisasignthat they may have been targeted by Child Sexual
Exploitation perpetrators and/ordrugrelated criminals (County Lines). Children may also be groomed into
participatingin otherforms of criminal exploitationincluding cybercrime, serious violence and violent crime.
All cases of children missing education will be reported to Lincolnshire County Council.

Rewards for good attendance

* Attheendof theyeara certificate isawarded in the main school’s assembly to all pupils with 100%
attendance

* Pupilswhoachieve 100% attendance throughouta 12 week term will receive a certificate

Interesting fact: ‘if a pupil was absent from school for two weeks every year from their reception year to
18 years of age, they would miss the equivalent of one whole year’s school education’
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School Register Codes

The DfE. offersa comprehensive set of register codes which all

schools are required to use. These codes are as follows:

/\ - Presentam/pm

B - Educated off site - Approved Educational Activity.

C - Otherauthorised circumstances (including public performances licensed by the local authority, family
bereavements, exceptional special occasions) - Authorised Absence.

D - Dual registration (i.e. pupil attending other establishment) - Approved Educational Activity.

E - Excluded (no alternative provision made) - Authorised Absence.

F - Extended family holiday (agreed) - Authorised Absence.

G - Family holiday (not agreed or days in excess of agreement) - Unauthorised Absence.

H - Family holiday during term-time (provided this has been agreed by the school) - Authorised Absence.
101 - lliness - This code is used for pupils who are absent because of non-COVID-19related illness or sickness.
(Authorised Absence)

J - Interview - Approved Educational Activity.

L - Late (before registers close) - Present.

M - Medical/Dental appointments - Authorised Absence.

N - Noreasonyet provided forabsence - Unauthorised Absence.

O - Unauthorised Absence.

P - Approved Sporting Activity - Approved Educational Activity.

R - Religious Observance - Authorised Absence.

S - Study Leave - Authorised Absence.

T- Travellerchild travelling - Authorised Absence.

U - Late afterregisters close without an acceptable explanation - Unauthorised Absence

V - Educational visitortrip - Approved Educational Activity.

W - Work Experience - Approved Educational Activity.

X - Non-compulsory school age absence - not counted as possible attendances.

Y - Enforced closure — not counted in possible attendances.

Z - Pupil notyeton roll - not counted in possible attendances.

# - School closed —not counted in possible attendance.

Recording non-attendance related to coronavirus (COVID-19)

X01: Non-compulsory school age pupil not required to be in school.

X02: Pupil self-isolating with coronavirus (COVID-19) symptomes.

X05: Pupil required to self-isolate as part of quarantine requirement (afterarrivingin the UK from a non-exempt
country or territory).

X06: Pupil whois clinically extremely vulnerableif shieldingis advised.

X07: Pupil advised specifically not to attend school as part of restrictions to education setoutin government
advice.

X08: Pupil notattending school in line with advice from Directors of Public Health as part of outbreak
management.

X09: Pupil orstudentrequired to self-isolate as a close contact of a confirmed case.

102: llIness confirmed case of coronavirus (COVID-19).
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Child Missing from Education Flowchart
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