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St. Bart’s Mission

Our mission is to ADVANCE EDUCATION and to provide the best curriculum in all our academies, enabling every
child to realise their full potential.

St. Bart’s Vision and Values

Releasing Potential together through

&

Passion Encouragement Ambition Enjoyment

We have a Passion for releasing potential in all our children and staff through the Encouragement and
development of Ambition, aspiration and excellence in all aspects of our work. Our commitment is to place
children at the centre of everything we do. Working in , we strive to provide the highest quality
of educational experiences and outcomes for young people in an inclusive environment. Through the
Enjoyment of learning, we live life together in all its fullness through PEACE.

We believe this vision empowers children with the skills to make a positive impact on the future of the
communities they serve.

Our Trust Christian ethos is also captured by the PEACE values and all schools work in close partnership (whether
C of E or community) to ensure that all children, adults and the communities they serve flourish just as Jesus
encouraged us to do in John 10:10 —

“l have come that they may have life, and have it to the full.”

St. Bart’s Sustainability

We are committed to educating our pupils about environmental concerns and the importance of living
sustainably. We recognise our responsibility to ensure that pupils are prepared for a world impacted by climate
change through learning and practical experience.

We encourage both pupils and staff to think about the environment and how their actions will impact upon their
local surroundings, as well as the global environment.

We will ensure pupils are taught about environmental sustainability, promote an eco-friendly attitude, and
ensure that the Trust itself is as sustainable as it can be.

Attendance and Punctuality Policy
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Statement of intent

St Bart’s Multi-Academy Trust is committed to developing and implementing policies and practice which support
good attendance, in partnership with parents/carers, pupils, governors, local authorities and with other outside
agencies.

St Bart’s Multi-Academy Trust believes that in order to facilitate teaching and learning, good attendance is
essential. Pupils cannot achieve their full academic and social potential if they do not regularly attend school.
All children should be at school, on time, every day the Academy is open, unless the reason for the absence is
unavoidable.

The barriers to accessing education are wide and complex, both within and beyond the Academy gates, and are
often specific to individual pupils and families. Therefore, we will continue to prioritise cultivating a safe and
supportive environment across all our Academies, as well as strong and trusting relationships with pupils and
parents.

Promoting excellent attendance is the responsibility of the whole Academy community. Excellent attendance is
a pre-requisite of academic success. Each Academy will ensure that parents are kept well informed about the
link between attendance and attainment and that when academic progress is jeopardised, this message is clearly
reiterated, and support is offered to remove any existing or emerging barriers to attendance.

Our Academies will promote excellent attendance through their use of approaches in relation to the curriculum,
behaviour standards, bullying, SEND support, pastoral support, and the effective use of resources such as Pupil
Premium. Excellent attendance by pupils will be recognised appropriately.

St Bart’s Multi-Academy Trust is committed to working together to ensure all pupils receive the best education
possible and to enable them to make progress and do as well as they can. For this to happen, we need pupils
to be in school accessing teaching and learning and personal growth opportunities.

This policy aims to show our commitment to meeting our obligations with regard to school attendance,
including:

Setting high expectations for the attendance and punctuality of all pupils

e  Promoting good attendance and the benefits of good attendance

e Reducing absence, especially persistence and severe absence

e Ensuring every pupil has access to the full-time education to which they are entitled
e Acting early to address patterns of absence

e Building strong relationships with families to make sure that pupils have the support in place to
attend our Academies well

e Creating networks and partnerships within our Trust and with outside agencies to share good
practice, to draw on success and to sustain and improve our whole Trust attendance

1. Legal framework

This policy is based on the Department for Education’s (DfE’s) statutory guidance on working together to

improve school attendance (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:

e  Education Act 1996
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e  Education Act 2002
e  Education and Inspections Act 2006

e The Education (Pupil Registration) (England) Regulations 2006 (and 2010, 2011, 2013, and 2016
amendments)

e The School Attendance (Pupil Registration) (England) Regulations 2024

e https://www.legislation.gov.uk/uksi/2006/1751/contentsThe Education (Penalty Notices)
(England) (Amendment) Regulations 2013 and the 2024 amendment

e The Children (Performances and Activities) (England) Regulations 2014
e DfE (2024) ‘Working together to improve school attendance’

e DfE (2025) ‘Keeping children safe in education (KCSIE) 2025’

e DfE (2024) ‘Children missing education’

e DfE (2024) ‘Providing remote education’

e DfE (2024) ‘Summary table of responsibilities for school attendance’

2. Roles and Responsibilities

The Trust has overall responsibility for the effective operation of this policy and for ensuring compliance with
the relevant statutory or Trust framework. The Trust has delegated day-to-day responsibility for operating the
policy to the Local Governing Committee and the Principal of each Trust Academy.

In addition, St Bart’s Multi-Academy Trust has overall responsibility for:

e Setting high expectations of all school leaders, staff, pupils, and parents
e  Devising and reviewing the Trust Attendance and Punctuality Policy

e Ensuring that this policy, as written, does not discriminate on any grounds, including, but not
limited to, ethnicity/national origin, culture, religion, gender, disability or sexual orientation

e Making sure that school leaders fulfil expectations and statutory duties, including:

e Making sure the Trust Academies record attendance accurately in the register, and shares the
required information with the DfE and local authority

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

e Recognising and promoting the importance of attendance across the Trust and Academy policies
and ethos

e Making sure every Academy has high aspirations for all pupils, but adapts processes and support
to pupils’ individual needs

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

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

e Advising Academies on matters related to attendance and support as required
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Ensuring all staff receive adequate training on attendance as part of the regular continued
professional development offer, and maintaining a training log to evidence this, so that staff
understand:

o Theimportance of good attendance
o That absence is almost always a symptom of wider issues
o The Academy’s legal requirements for keeping registers

The Academy’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

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

Sharing effective practice on attendance management and improvement across the Trust and
providing regular opportunities for staff from different schools to come together, learn from each
other and share resources

The Trust Attendance Lead is responsible for:

Driving attendance improvement across the Trust

Arranging and ensuring that intensive support is put in place for academies that need help to
improve their attendance

Acting as a central contact point for Academies with attendance queries

The Trust Attendance Lead is Ricky Porter and can be contacted via email rporter@abbeyhill.sbmat.org
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The Local Governing Committee has overall responsibility for:

Monitoring the implementation of this policy and all relevant procedures across the Academy
Promoting the importance of good attendance through the Academy’s ethos and policies

Regularly reviewing and challenging attendance data and helping school leaders focus
improvement efforts on individual pupils or cohorts who need it most, with evidence of this
challenge being documented in the Local Governing Committee Record of Meetings

Handling complaints regarding this policy as outlined in the Trust’s Complaints Procedures

Having regard to ‘Keeping Children Safe in Education” when making arrangements to safeguard
and promote the welfare of children

The Principal is responsible for:

The day-to-day implementation and management of this policy, determining local processes and
systems appropriate to context

Appointing a member of the Senior Leadership Team to the Senior Attendance Champion role

Ensuring all parents are aware of the Academy’s high expectations for attendance through
regular communications across a range of channels (e.g.: website, social media, newsletters)

Ensuring that every pupil accesses their full entitlement to high quality education and acting as
early as possible to address patterns of absence

Alongside the Attendance Champion, creating a personalised strategy for attendance for the
Academy and monitoring the impact of the applied strategies

Developing and maintaining a positive culture across the Academy where all staff understand the
link between behaviour, attendance, and inclusion

Managing staffing resource to effectively promote, support and monitor high levels of attendance
through pastoral teams and delegation of responsibility to attendance officers for specific activity

Evaluating and reporting attendance and punctuality, via reports from the Senior Leader
responsible for attendance, using this to develop strategic plans for improvement, reporting
actions and impact to the Trust and the Local Governing Committee as required

Ensuring that all Academy staff receive effective, targeted attendance training dependent on role

Determining, in collaboration with the Senior Leader responsible for attendance, whether to
authorise any proposed absences during term time requested on the Academy’s official request

form (Appendix 3)

The designated Senior Leader (Senior Attendance Champion) supported by the attendance officer/home-

school link worker is responsible for:

Setting a clear vision for improving and maintaining good attendance

Leading initiatives to promote the profile of attendance throughout the Academy including a
package of rewards that is valued by pupils and is responsive to pupil voice

Evaluating and monitoring expectations and processes

Interrogating and analysing attendance and punctuality data and identifying areas of intervention
and improvement and preparing reports, as required by the Principal

Ensuring attendance is recorded accurately and promptly on Arbor and where absence is
recorded as unexplained in the Academy attendance register, the correct code is inputted as soon
the reason is ascertained, but no later than 5 working days after the session

9|Page



Establishing and maintaining effective systems for tackling absence, and making sure they are
followed by all staff

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

Building close and productive relationships with parents to discuss and tackle attendance issues,
particularly parents/carers of pupils who have been identified as at-risk or have persistent poor
attendance, to challenge absences and encourage an early return to the Academy

Leading pastoral / attendance review meetings and developing an attendance improvement plan
involving the child, parent/carer and, where appropriate, other agencies for pupils whose
patterns of absence / punctuality are a concern

Delivering targeted intervention and support to pupils and families
Preparing case studies to demonstrate the impact of interventions

Complying with the Department for Education Statutory Guidance on Children Missing Education
(CME) by informing the local authority of the details of children who are regularly absent, missing
from the Academy following a leave of absence and prior to removing a child from the roll of the
Academy

Where appropriate, visiting the home and/or making a referral to the local authority’s education
welfare service or equivalent contracted service

Co-ordinating the collation of all the documentary evidence required by the local authority for
pursuing a legal intervention

Informing the local authority of any pupil being deleted from the admission and attendance
registers

Co-ordinating the support plan for pupils returning to the Academy following a lengthy or
unavoidable period of absence and provide support to build confidence and bridge gaps
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Administrative staff are responsible for:

Monitoring registration on a daily basis and ensuring any missing marks are quickly resolved to
ensure pupils are safe, including making phone calls to parents / carers where a pupil’s absence
is unexplained in accordance with Academy agreed timings and receiving calls from
parents/carers about pupil absence day-today

Ensuring the ‘N’ Code for ‘reason for absence not yet established’ is resolved within 72 hours
where practical

Being the first point of contact for parents/carers and relevant Academy staff regarding pupil
absence and appointments

Transferring calls to the Principal / Senior Attendance Lead / Attendance Officer / Home-School
Link Worker where appropriate, when more detailed support on attendance is required

Ensuring that the correct codes have been used to record absence

Collating and issuing all attendance and punctuality data on a daily, weekly, half-termly, termly
and annual basis to the Attendance Officer / Principal

Maintain a record of all applications for leave of absence during term time and requests for
issuing a penalty notice

ALL Staff are responsible for:

Developing and maintaining a positive culture where all pupils are effectively supported
Ensuring this policy is implemented fairly and consistently
Upholding and reinforcing expectations for good attendance and punctuality

Using their professional judgement and knowledge of individual pupils to inform decisions as to
whether any welfare concerns should be reported

Completing registers on time and accurately (both morning and afternoon sessions)

Communicating effectively with parents/carers regarding concerns at the earliest point, working
together to eliminate barriers

Identifying absence trends or concerns and raising with the relevant member of staff (e.g.
Designated Safeguarding Lead)

Pupils are responsible for:

Arriving at the Academy on time every day, unless there are reasons such as illness, specific family
circumstances or other extenuating factors which preclude this

Coming to the Academy well prepared and with the right attitude; to enjoy and achieve

Speaking to a member of staff if there are any problems that may affect attendance, punctuality
and/or learning

Parents are responsible for:

2.1. Legal Duty

The law entitles every child of compulsory school age to an efficient, full-time education suitable to their age,

aptitude, and any special educational need they may have. It is the legal responsibility of every parent to make
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sure their child receives that education either by attendance at a school or by education otherwise than at a
school. Where parents decide to have their child registered at school, they have an additional legal duty to
ensure their child attends that school regularly. This means their child must attend every day that the school is
open, except in a small number of allowable circumstances such as being too ill to attend or being given
permission for an absence in advance from the school.

e Providing accurate and up-to-date contact details
e Providing the Academy with a minimum of TWO up to date home and emergency contact details
e Updating the Academy if their details change

e Ensuring their child attends every day the Academy is open except when a statutory reason
applies

e Ensuring their child arrives in the Academy on time and prepared for the day

e Contacting the Academy by 8.30am on the first day of absence, and advising on when they expect
their child to return

e Contacting the Academy to discuss any emerging concerns / barriers that might prevent their
child from maintaining good attendance or arriving promptly at the Academy.

e  Proactively engaging with attendance support offered to prevent the need for more formal
support when applicable.

e Submitting in writing, requests for exceptional leave of absence in good time to the Academy
Principal prior to making any arrangements.

e  Providing medical evidence for an absence when requested by the Academy
e Ensuring that all appointments, where possible, are arranged outside the school day

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

3. Working with Parents to Improve Attendance

Through working closely in partnership with parents/carers, each Academy aims to establish positive routines
for attendance and punctuality from the earliest age. Due to the established impact of lost education on progress
and achievement, the Academy will always provide comprehensive support to children and families to
endeavour to overcome barriers, but will implement a robust response where concerns emerge. Each Academy
will work to cultivate strong, respectful relationships with parents and families to ensure their trust and
engagement. Open and honest communication will be maintained with pupils and their families about the
expectations of school life, attendance and performance so that they understand what to expect and what is
expected of them. The Academy will liaise with other agencies working with pupils and their families to support
attendance, e.g. social services.

The Academy will ensure that parents are aware of their legal duty to ensure that their child attends school
regularly and to facilitate their child’s legal right to a full-time education — parents will be made aware that this
means their child must attend the Academy every day that it is open, save for in certain circumstances, e.g.
sickness or absences that have been authorised by the Principal in advance.

The Academy will regularly inform parents about their child’s levels of attendance, absence and punctuality, and
will ensure that parents are aware of the benefits that regular attendance at the Academy can have for their
child educationally, socially and developmentally.
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If a pattern of absence becomes problematic, the attendance officer will work collaboratively with parents to
improve attendance by addressing the specific barriers that prevent the pupil from being able to attend the
Academy regularly.

The Academy will always take into consideration the sensitivity of some of the reasons for pupil absence and
will approach families to offer support rather than immediately reach for punitive approaches.

Where these barriers are related to the pupil’s experience in the Academy, e.g. bullying, the attendance officer
will work with the Principal and any relevant school staff, including the Designated Safeguarding Lead (DSL) and
Special Educational Needs Co-ordinator (SENCO), to address this. Where the barriers are outside of the
Academy’s control, e.g. they are related to issues within the pupil’s family, the attendance officer will liaise with
any relevant external agencies or authorities, e.g. children’s social care or the LA, and will encourage parents to
access support that they may need.

4, Definitions

The following definitions apply for the purposes of this policy:

4.1. Absence:
e Arrival at the Academy after the register has closed

e Not attending the Academy for any reason

4.2. Authorised Absence:

The Principal will authorise pupils to be absent from the Academy site for certain educational activities, or to
attend other schools or settings. The Principal 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 attendance regulations

Circumstances include, but are not limited to:

e A pupil is prevented from attending by their ill health or any unavoidable cause, including
suspension or exclusion. NB The Academy reserves the right to ask for medical evidence of an
iliness as stated by the parent/carers

e A pupil has been granted leave of absence by the Principal of the Academy

e Medical or dental appointments which unavoidably fall during the school day, which the Academy
has approved and evidence of the appointment has been provided.

e The absence was on a day set aside for religious observance by the religious body to which the
pupil’s parent(s) belong and the Academy has granted leave

e 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 Academy, but it is
not known whether the pupil is attending educational provision

e Taking partin a regulated performance, or regulated employment abroad
e Attending an interview
e  Study leave

e Atemporary, time-limited part-time timetable
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Reference should also be made to Section 8 Leave of Absence below.

4.3. Unauthorised absence:

Circumstances include, but, are not limited to:

Parents keeping children off school unnecessarily or without good reason

e Truancy before or during the school day

e Absences that have not been approved following a parents/carers request

e Absences which have never been properly explained

e Arrival at the Academy after the register has closed

e Absence due to shopping, looking after other children (including siblings) or birthdays
e Absence due to day trips and holidays in term-time which have not been agreed

e No school uniform

e Leaving school for no reason during the day

Academies will never authorise the unilateral withdrawal of pupils by their parents as a result of a parental
concern or complaint. Such absences can be damaging to children's education, are unnecessary, do not allow
staff to deal with the issue efficiently, and, as a consequence, will be unauthorised.

It is the responsibility of the Principal, not the parent/carer, to decide whether the absence is authorised or
unauthorised. Such decisions will be made in accordance with government regulations and guidance. An
Academy can, if needed, change an authorised absence to an unauthorised absence and vice versa if new
information is presented. Any changes will be communicated to parents/carers. An example of this would be
where a parent states a child is unwell but on return to the Academy it is suspected that they have been on
holiday.

4.4. Persistent absence (PA):

e Missing 10 percent or more of schooling across the academic year for any reason

4.5. Severe Absence (SA):

e Missing 50 percent or more of schooling across the academic year for any reason

4.6. Missing Education

o Not registered at a school and not receiving suitable education in a setting other than a school

5. Attendance Expectations

For Academy specific information please see completed Appendix 1.

Parents have a legal duty to ensure that their children receive full time education. Legal action may be instigated
against parents/carers whose child’s attendance is irregular or / and at an unacceptably low level and where
parents/carers are failing to fulfil their legal responsibility.
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Each Academy has high expectations for pupils’ attendance and punctuality, and ensures these expectations are
communicated regularly to parents and pupils.

Pupils will be expected to attend the Academy punctually every day they are required to be at school, for the
full day.

The Academy Day starts at 8:50 am and pupils will be in their classroom, ready to begin lessons at this time;
therefore, pupils will be expected to be on the school site by 8:45 am.

Those pupils who arrive after the starting time, but before the end of the registration period will be marked as
late. AM and PM registers will be taken at 8:50 am and 1:00-1:05pm respectively. Pupils arriving after these
times will be marked as late.

Those arriving after the registers close, but before the end of the session will be issued with a mark of
unauthorised absence. It is important that children arrive at the Academy on time to avoid missing key learning,
information and the impact on routines and relationships.

Each Academy requires late arriving pupils to be signed in. The reason for the lateness will need to be provided.

Each Academy monitors the late arrival of pupils. Persistent lateness will be monitored the attendance officer
who will arrange to meet with parents, to overcome any barriers, to improve punctuality.

Ultimately, continued unauthorised lateness, that which is coded as unauthorised could result in statutory action
being taken by the Local Authority.

6. Absence Procedures

For Academy specific information please see completed Appendix 1.

On the first day of absence, parents/carers should telephone the Academy office before 8.30am to inform them
of the reason for the pupil’s absence and the likely duration of the absence. Personal or written communication
to the Academy is also acceptable.

Parents/carers should then contact the Academy every day until the pupil returns or alternatively indicate the
length of the absence and the reasons why it is known the pupil will be unable to attend e.g. recovering from an
operation. In these circumstances, a ‘check in” date must be agreed when the absence will be reviewed.

Where no information has been received by 9:20 am on the first day of absence, the Academy will telephone
the home of the absent pupil to enquire regarding the absence.

Reporting a Pupil’s Absence
First Day of Absence:

e Parents/carers must report their child’s absence by telephoning the Academy office or via the
Studybugs app before 8:30am. Where necessary, the Academy will follow up with a telephone call to
confirm any messages received via Studybugs.

e They should provide: The reason for the absence and the expected duration of the absence.

Ongoing Absence:

e  Parents/carers must contact the Academy daily until the pupil returns.

e Alternatively, if the duration is known (e.g. recovery from an operation), they should:
> Indicate the expected length of absence.
» Agree on a ‘check-in’ date for the absence to be reviewed.

Follow-Up Procedures by Office Staff
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e No Contact by 9:20am (First Day):
» The Studybugs app will automatically send an absence chaser.
» The Academy will also attempt to contact the pupil’s home by telephone.

e A phone call will be made to the first contact listed in the school’s information system.
e [fthereis no response:
»  Avoicemail/message will be left.

> Staff will continue to call all available contacts provided.

e If noreason for absence is established: A text message will be sent to the primary contacts.

The Academy will always follow up any absences in order to:

e Ascertain the reason for the absence

Ensure the proper safeguarding action is being taken

Identify whether the absence is authorised or not

Identify the correct code to use to enter the data onto the register

Should no reason for absence have been ascertained, the attendance officer or another member of staff may
complete a home visit to gain the reason for the absence. A home visit may also be completed if:

e the Academy receive any additional contradictory information

e the staff are concerned about the pupil’s absence

The Academy will not normally request medical evidence in most circumstances where a pupil is absent due to
illness; however, the Academy reserves the right to request supporting evidence, such as a doctor’s note,
prescription, appointment card or other appropriate form of evidence, where there is genuine and reasonable
doubt about the authenticity of the illness or in circumstances where an absence due to illness is longer than 5
days. If the Academy is not satisfied about the authenticity of the illness, the absence will be recorded as
unauthorised and parents will be notified.

When a pupil with a social worker is absent without good reason, the social worker should be informed of
unauthorised absences and support improved attendance. Where Academies are considering the use of legal
interventions, the view of the relevant social worker should be considered although the final decision will be
taken by the Academy in liaison with the local authority.

7. Attendance Register

For Academy specific information please see completed Appendix 1.
The law requires every school to have an admission register

Each Academy uses Arbor to keep attendance registers to ensure they are as accurate as possible and can be
easily analysed and shared with the Trust and other appropriate authorities.

This register will record whether pupils are:

e Present
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e Absent
e Attending an approved off-site educational activity

e Unable to attend due to exceptional circumstances

Registers will be taken as follows throughout the school day:

e The morning register will be marked by 8:55 am. Pupils will receive a late mark if they are not in
their classroom by this time.

e The morning register will close at 9:20am. Pupils will receive a mark of absence if they do not
attend the Academy before this time.

o The afternoon register will be marked by 1:05 pm. Pupils will receive a late mark if they are not
in their classroom by this time.

e The afternoon register will close at 1:05 pm.Pupils will receive a mark of absence if they do not
attend the Academy before this time.

The Academy will use the national attendance codes to ensure attendance and absence are monitored and
recorded in a consistent way. See Appendix 2. The cause of each absence is always required.

Pupils who are absent from school but are receiving remote education for any reason will be marked as absent
in the register.

All amendments made to the attendance register will include the original entry, the amended entry, the reason
for the amendment, the date of amendment and the name and role of the person who made the amendment.

Every entry received into the attendance register will be preserved for six years from the date the data was
entered.

8. Leave of Absence

The School Attendance (Pupil Registration) (England) Regulations 2024 prohibits the Principal of an Academy
from granting leave of absence to a pupil, except where an advance application has been made by the
parent/carer and the Principal considers that there are exceptional circumstances relating to the application.

In order to have requests for a leave of absence in exceptional circumstances to be considered, the Academy
will expect parents to contact the Principal in writing using the appropriate Academy form (Appendix 3) at least

four weeks prior to the proposed start date of the leave of absence, providing the reason for the proposed
absence and the dates during which the absence would be expected to occur. The form is available from the
Academy office.

The Principal will consider each application individually taking into account the specific facts and circumstances
and relevant background context behind the request, taking into account the best interests of the pupil and the
impact on the pupil’s education. It is up to the discretion of the Principal to make a decision about whether a
request may be considered an exceptional circumstance or not. The Principal will inform the parent in writing
as to the decision made regarding the request. The Principal’s decision is not subject to appeal. As Principals
should only grant leaves of absence in exceptional circumstances it is unlikely a leave of absence will be granted
for the purposes of a family holiday or to attend a wedding for example.

If a leave of absence is granted, the Principal will determine the length of time that the pupil can be away from
the Academy and the agreed date of return. Should a leave of absence be granted, regulations are clear that
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any lateness in the return to the Academy from the granted period, may be recorded as unauthorised leave of
absence.

If parents decide to take their children on holiday where the absence is unauthorised, the academy will follow
the relevant home Local Authority’s Code of Conduct for Schools (Appendix 4) on leave of absence during term
time, and inform the Education Welfare Service who may, on behalf of the Local Authority, issue a fixed penalty
notice

If a parent does not apply for leave but we believe that the pupil has been taken on holiday, then we will write
to the parent to express our concern. The parent will be expected to provide contrary evidence to be received
at the Academy by a specified date. Should the supporting documentation not be provided then the absence
will be coded as unauthorised leave of absence and the Local Authority Education Welfare Service will be
informed as above.

The Academy cannot grant leaves of absence retrospectively; therefore, any absences that were not approved
by the Academy in advance will be marked as unauthorised.

8.1. lliness and healthcare appointments

Parents will be expected to make medical or dental appointments outside of school hours wherever possible.
Where this is not possible, parents will be expected to obtain approval for their child’s absence to attend such
appointments as far in advance as is practicable. Parents/carers should provide advance notice by way of a
medical card and/or appointment letter for any time off school required for medical appointments. Time away
from the Academy as a result of an appointment must be kept to a minimum. Children should not be absent for
the whole day/whole morning/whole afternoon where this can be avoided.

No evidence of the appointment may lead to the absence being recorded as unauthorised.

8.2. Performances and activities, including paid work

The Academy will ensure that all pupils engaging in performances or activities, whether they receive payment
or not, which require them to be absent from school, understand that they will be required to obtain a licence
from the Local Authority which authorises the school’s absence(s).

Additional arrangements will be made by the Academy for pupils engaging in performances or activities that
require them to be absent from school to ensure they do not fall behind in their education — this may involve
remote teaching. These arrangements will be approved by the Local Authority (LA) who will ensure that the
arrangements are suitable for the pupil. Where a licence has been granted by the LA and it specifies dates of
absence, no further authorisation will be needed from the Academy. Where an application does not specify
dates, and it has been approved by the LA, it is at the discretion of the Principal to authorise the leave of absence
for each day. Where a licence has not been obtained, the Principal will not authorise any absence for a
performance or activity.

8.3. Religious observance

Parents will be expected to request absence for religious observance at least four weeks advance.

The Academy will only accept requests from parents for absence on grounds of religious observance for days
that are exclusively set apart for religious observance by the relevant religious body. The Academy will define
this as a day where the pupil’s parents would be expected by an established religious body to stay away from
their employment to mark the occasion.

The Academy may seek advice from the religious body in question where there is doubt over the request.
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8.4. Gypsy, Roma and Traveller absence

Where a pupil’s parent belongs to a community covered by this code and is travelling for occupational purposes,
the parent will be expected to request a leave of absence for their child at least four weeks in advance. Absences
will not be granted for pupils from these communities under this code for reasons other than travel for
occupational and cultural purposes

9. Monitoring and Analysing Absence

The designated Senior Leader (Senior Attendance Champion) supported by the Attendance Officer / Home-
School Link Worker will monitor and analyse attendance data regularly to ensure that intervention is delivered
quickly to address habitual absence at the first signs.

The Academy will collect weekly data regarding punctuality, truancy, and authorised and unauthorised absence
for:

e The whole Academy cohort

e Individual year groups

e Individual pupils

e Demographic groups, e.g. pupils from different ethnic groups or economic backgrounds

e Other groups of pupils, e.g. pupils with special educational needs and disabilities (SEND), Looked
after children (LAC) and pupils eligible for free school meals (FSM)

e Pupils at risk of persistent absence (PA)

e Pupils at risk of severe absence (SA)

They will conduct a thorough analysis of the above data on a regular basis to identify patterns and trends. This
will include identifying, for each group:

e  Patterns in uses of certain codes
e  Particular days of poor attendance
e Historic trends of attendance and absence

o Barriers to attendance

Regular reports (verbal or written) will be provided to staff across the Academy to enable them to track the
attendance of pupils and to implement attendance procedures. The designated Senior Leader (Senior
Attendance Champion) supported by the Attendance Officer / Home-School Link Worker will also be responsible
for monitoring how attendance data changes in response to any interventions implemented to increase
attendance in the future.

The Local Governing Committee will regularly review attendance data, including examinations of recent and
historic trends, and will support the Principal in setting goals and prioritising areas of focus for attendance
support based on this data.

Specific pupil information will be shared with the DfE on request.

Academies across St Bart’s have granted the DfE access to their management information system so the data
can be accessed regularly and securely.
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The Academy, supported by the Trust, will also benchmark its attendance data against national-level data to
identify areas of success and areas for improvement, and will share practice which has been shown to be
effective with other Academies.

10. Persistent Absence

For Academy specific information please see completed Appendix 1.

According to the Department for Education guidelines, a pupil will be considered as a persistent absentee if their
attendance is 90% or lower (i.e., 10% or more sessions are missed). There are various groups of pupils who may
be vulnerable to high absence and PA, such as:

e Children in need / Children subject to Child Protection Plans
e |AC

e Young carers

e Pupils who are eligible for FSM

e  Pupils with English as an Additional Language (EAL)

e  Pupils who are part of traveller communities

e  Pupils with SEND

e  Pupils who have faced bullying and/or discrimination

We will work proactively with parents and pupils to improve their attendance. The Academy will use a number
of methods to help support pupils at risk of PA to attend the Academy. These may include:

e Meeting with pupils and parents to listen, and understand barriers to attendance, and any other
problems they may be having

e  Explain the help that is available

e  Review any existing actions or interventions

e  Establishing attendance improvement plans to remove barriers and provide additional support.
e Leading regular check-ins to review progress and the impact of support.

e Making regular contact with families to discuss progress.

e Assessing whether an EHC plan or IHP may be appropriate.

e Considering what support for re-engagement might be needed, including for vulnerable groups.

e Provide access to wider support services to remove the barriers to attendance, in conjunction
with the local authority, where relevant

e Explain the potential consequences of, and sanctions for, persistent and severe absence

e Implement sanctions, where necessary

Where a pupil at risk of PA is also at increased risk of harm, the Academy will work in conjunction with all relevant
authorities, e.g. social services, to support the pupil in line with the Academy’s duty of care. The Academy will
also bear in mind that the continuation of severe PA following intervention may, in itself, constitute neglect, and
will escalate any concerns in this regard in line with the Child Protection and Safeguarding Policy.
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11. Severe Absence

According to the Department for Education guidelines, a pupil will be considered as a severe absentee if their
attendance is 50% or lower (i.e., 50% or more sessions are missed).

Any pupil who is at the severe absence threshold is at serious risk of harm. There should be an intensive level of
support and where appropriate challenge, including the use of legal interventions to secure improvement. We
recognise that these children may find it more difficult to be in the Academy or face bigger barriers to their
regular attendance and as such are likely to need more intensive support across a range of partners.

Our Academy attendance teams will make this group a top priority for support —this may include specific support
with attendance or a whole family plan, but it may also include consideration for an Education, Health and Care
Plan (EHCP) or an alternative form of educational provision where necessary to overcome the barriers to being
in school.

If all avenues of support have been facilitated by the Academy, 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, we recognise that it is likely to constitute neglect and
would therefore be treated as a safeguarding issue. The Academy will escalate any concerns in this regard in line
with the Child Protection and Safeguarding Policy.

12. Vulnerable Pupils

We recognise that each case is different and there can be genuine barriers that result in a pupil’s absence. We
will work with families to remove any such in-school barriers. If initial contact does not work with Academy staff,
we will use other agencies to support the families. We will also use other agencies as appropriate as part of our
approach to safeguarding. This includes earliest help and early help.

Pupils with SEND and/or health conditions, including mental health issues may face greater barriers to
attendance than their peers, and will incorporate robust procedures to support pupils who find attending the
Academy difficult.

In line with the Academy SEND Policy and SBMAT Supporting Pupils with Medical Conditions Policy, the Academy
will ensure that reasonable adjustments are made for disabled pupils to reduce barriers to attendance, in line
with any EHC plans or IHPs that have been implemented. The Academy will secure additional support from
external partners to help bolster attendance where appropriate.

Where the Academy has concerns that a pupil’s non-attendance may be related to mental health issues, parents
will be contacted to discuss the issue and whether there are any contributory factors to their child’s lack of
attendance. Where staff have a mental health concern about a pupil that is also a safeguarding concern, they
will inform the DSL and the Child Protection and Safeguarding Policy will be followed.

If a pupil is unable to attend the Academy for long periods of time due to their health, the Academy will:

e Inform the LA if a pupil is likely to be away from the Academy for more than 15 school days over
a school year.

e Provide the LA with information about the pupil’s needs, capabilities and programme of work.
e Help the pupil reintegrate at the Academy when they return.
o Make sure the pupil is kept informed about Academy events and clubs.

e  Encourage the pupil to stay in contact with other pupils during their absence.
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The Academy will incorporate an action plan to help any pupils with SEND and/or health issues cope with the
stress and anxiety that attending the Academy may cause them. Such plans will be regularly monitored and
reviewed until the pupil is attending as normal and there has been signs of significant improvement.

To support the attendance of pupils with SEND and/or health issues, the Academy may consider:

o Holding regular meetings to evaluate any implemented reasonable adjustments
e Incorporating a pastoral support plan

e Carrying out strengths and difficulties questionnaire

o Identifying pupils’ unmet needs through the Common Assessment Framework
e Using an internal or external specialist

e Ensuring a pupil can have somewhere quiet to spend lunch and break times

e Implementing a system whereby pupils can request to leave a classroom if they feel they need
time out

e Temporary late starts or early finishes
e  Short term phased returns to the Academy where there has been a long absence
e Small group work or on-to-one lessons

e Tailored support to meet their individual needs

Where a child is returning to the Academy following a period of hospital education or alternative provision
(including home tuition), the Academy will work in partnership with parents/carers and external agencies (if
appropriate), to assist a smooth reintegration back into the Academy, ensuring a flexible approach to meeting
the pupil's needs. All relevant staff will be informed of the child’s circumstances and a member of staff will be
nominated to oversee the pupil’s return. The pupil’s peers will also be included to ensure they welcome the
pupil back to the Academy and support the reintegration process.

13. Celebrating Good Attendance

For Academy specific information please see completed Appendix 1.

We recognise the importance of acknowledging and celebrating good attendance however we also do not
penalise children who have been unable to attend due to medical conditions, illness, or other exceptional
circumstances. We also value where attendance has shown sustained improvement over time. The Academy
will acknowledge excellent attendance and punctuality / improvement in attendance / punctuality in the
following ways:

The Academy will develop strategies for ensuring that pupils with health needs or home circumstances that
result in additional absences are not unfairly excluded from attendance rewards, e.g. by setting individualised
targets.

14. Attendance Intervention

For Academy specific information please see completed Appendix 1.

At frequent intervals, the designated senior leader (Senior Attendance Champion) supported by the Attendance
Officer / Home-School Link Worker, will review the pupils whose attendance (or punctuality) level is less than
that of the Academy’s expected attendance level. There is a tiered system to respond to low and/or falling
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attendance levels. However, a decision may be made to intervene earlier at any stage if there is particular
concern about a child’s attendance. The Academy will use attendance data to develop specific strategies to
improve attendance where patterns of absence are emerging. These strategies will be developed on a case-by-
case basis and will consider the particular needs of the pupils whom the intervention is designed to target.

The impact of interventions will be recorded in the form of a case study as directed by the Principal. Each
Academy should produce at least two case studies per academic year.

15. Legal Intervention

If a child of compulsory school age fails to attend regularly at the Academy at which they are registered, or at a
place where alternative provision is provided for them, their parents may be guilty of an offence and can be
prosecuted by the local authority.

Where there is persistent unauthorised absence, despite support being provided, and all avenues being
exhausted, then the Academy will make use of the full range of potential sanctions — including, but not limited
to, those listed below — to tackle poor attendance. Decisions will be made on an individual, case-by-case basis.

15.1. Attendance Contracts

An Attendance Contract is a formal written agreement between a parent and either the Academy or local
authority to address irregular attendance at school or alternative provision. This intervention identifies clear
actions, with all parties named being accountable for their roles and responsibilities. It is intended to provide
support and offer an alternative to prosecution. Where the parental actions agreed at the Parenting Contract
Meeting are not complied with and unauthorised absence continues, legal intervention may be instigated
against the parent(s)/carer(s).

There is no obligation on the Academy or local authority to offer an attendance contract, and it may not be
appropriate in every instance, but an attendance contract should always be explored before moving forward to
an education supervision order or prosecution.

15.2. Notices to Improve

If the national threshold has been met and support is appropriate, but parents do not engage with offers of
support, the Academy may offer a notice to improve to give parents a final chance to engage with support.

Notices to improve are issued in line with processes set out in the code of conduct for the local authority area
in which the pupil attends school.

They will include:

e Details of the pupil’s attendance record and of the offences

e The benefits of regular attendance and the duty of parents under section 7 of the Education Act
1996

e  Details of the support provided so far

e Opportunities for further support, or to access previously provided support that was not engaged
with

e A clear warning that a penalty notice may be issued if attendance doesn’t improve within the
improvement period, along with details of what sufficient improvement looks like, which will be
decided on a case-by-case basis
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o Aclear timeframe of between 3 and 6 weeks for the improvement period

e The grounds on which a penalty notice may be issued before the end of the improvement period

15.3. Penalty notices

The Principal (or someone authorised by them) can in liaison with the Local Authority fine parents for the
unauthorised absence of their child from an Academy, where the child is of compulsory school age, by issuing a
penalty notice.

Before issuing a penalty notice, the Academy will consider the individual case, including:

e Whether the national threshold for considering a penalty notice has been met (10 sessions of
unauthorised absence in a rolling period of 10 school weeks)

e  Whether a penalty notice is the best available tool to improve attendance for that pupil

e Whether further support, a notice to improve or another legal intervention would be a more
appropriate solution

e Whether any obligations that the Academy has under the Equality Act 2010 make issuing a
penalty notice inappropriate

Each parent who is liable for the pupil’s offence(s) can be issued with a penalty notice, but this will usually only
be the parent/parents who allowed the absence.

The payment must be made directly to the local authority, regardless of who issues the notice. If the payment
has not been made after 28 days, the local authority can decide whether to prosecute or withdraw the notice.

If issued with a first penalty notice, the parent must pay £80 within 21 days, or £160 within 28 days.

If a second penalty notice is issued to the same parent in respect of the same pupil, the parent must pay £160 if
paid within 28 days.

A third penalty notice cannot be issued to the same parent in respect of the same child within 3 years of the
date of the issue of the first penalty notice. In a case where the national threshold is met for a third time within
those 3 years, alternative action will be taken instead.

A penalty notice may also be issued where parents allow their child to be present in a public place during school
hours without reasonable justification, during the first 5 days of a suspension or exclusion (where the Academy
has notified the parents that the pupil must not be present in a public place on that day). These penalty notices
are not included in the National Framework, are not subject to the same considerations about support being
provided, and do not count towards the limit as part of the escalation process.

In these cases, the parent must pay £60 within 21 days, or £120.

15.4. Education Supervision Order (ESO)

Where interventions have not been successful, an ESO can be an alternative to provide formal legal intervention
without criminal prosecution. ESOs are made through the Family or High Court and give the LA a formal role in
supporting the pupil and parents to improve their attendance. LAs will issue parents with a notice of the
intention to consider an ESO, set up a meeting to discuss with the parent and pupil, and decide whether the
case will be taken forward.

Once an ESO is secured, a supervisor from the local authority will decide any actions or requirements. These
may include:
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e Requiring the parents to attend support meetings.

e  Requiring the parents to attend a parenting programme.
e Requiring the parents to access support services.

e Requiring an assessment by an educational psychologist.

e Review meetings involving all parties to be help every 3 months.

Where parents persistently fail to comply with the directions given under the ESO, they may be guilty of an
offence. Local authorities can prosecute in the Magistrates Court for persistent non-compliance with the Order
and parents (upon conviction) will be liable to a fine of up to £1,000.

15.5. Attendance Prosecution

If a child fails to attend school regularly at which they are registered then the parents/carers may be guilty of an
offence and may be prosecuted by the local authority. Prosecution in the Magistrates Court is the last resort
where all other voluntary and formal support or legal intervention has failed or where support has been deemed
inappropriate in the circumstances of the individual case. Where it is decided to pursue prosecution, only local
authorities can prosecute parents and they must fund all associated costs, including in the preparation of court
documentation. Parents who are prosecuted and attend court because their child has not been attending school
may be fined up to £2,500, a community order or imprisonment of up to 3 months.

15.6. Parenting Order

The order requires a parent to comply with the arrangements specified in the order by the Court following
conviction for non-attendance alongside a fine and/or community order which can include a requirement for
parents to attend counselling or guidance sessions (e.g. parenting education or parenting support classes) where
they will receive help and support to enable them to improve their child’s attendance for up to 3 months. Any
breach of the order can lead to a fine of up to £1000

16. Training of Staff

The Academy will ensure that teachers and support staff receive training in line with this policy as part of their
induction. Following this initial training, staff will receive regular and ongoing training as part of their
development.

Training will cover at least the following:

e Theimportance of good attendance

e That absence is almost invariably a result of wider circumstances

e The legal requirements on schools and academies, e.g. the keeping of registers

e The Academy’s strategies and procedures for monitoring and improving attendance

e The Academy’s procedures for multi-agency working to provide intensive support for pupils who
need it

Staff will receive training to ensure they understand that increased absence from school could indicate a
safeguarding concern, and know how such concerns should be managed.
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17. Monitoring and Review

This policy will be reviewed annually by the Trust.

Any changes made to this policy will be communicated to all relevant stakeholders.
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Appendix 1 — Academy Information

ST. BART'S MULTI-ACADEMY TRUST A -
Attendance and Punctuality Policy y«
Academy Specific Information ST. BART’S

This appendix must be completed by each academy

It should be maintained and reviewed in line with the overarching Attendance and Punctuality Policy.

Academy: Longford Primary Academy

SECTION 5 — ATTENDANCE EXPECTATIONS

Academy day starts at: 8:50am Pupils expected on site by: 8:45am
AM register taken at: 8:50 am PM register taken at: 1:05 pm

SECTION 6 — ABSENCE PROCEDURES

Where no information has been received by 9:20 am on the first day of
absence, the Academy will telephone the home of the absent pupil to enquire regarding the absence.
Academy procedure:

e Reporting a Pupil’s Absence

First Day of Absence:

® Parents/carers must report their child’s absence by telephoning the Academy office or via the
Studybugs app before 8:30am. Where necessary, the Academy will follow up with a telephone call to
confirm any messages received via Studybugs.

® They should provide: The reason for the absence and the expected duration of the absence.

Ongoing Absence:
® Parents/carers must contact the Academy daily until the pupil returns.
e Alternatively, if the duration is known (e.g. recovery from an operation), they should:
® [ndicate the expected length of absence.

® Agree on a ‘check-in” date for the absence to be reviewed.
Follow-Up Procedures by Office Staff
No Contact by 9:20am (First Day):

® The Studybugs app will automatically send an absence chaser.

® The Academy will also attempt to contact the pupil’s home by telephone.

® A phone call will be made to the first contact listed in the school’s information system.
® |[fthereis no response:

® Avoicemail/message will be left.

e  Staff will continue to call all available contacts provided.

® |f noreason for absence is established: A text message will be sent to the primary contacts.

SECTION 7 — ATTENDANCE REGISTER

AM register taken at: 8:50 am AM register will close at: 9:20 am
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PM register taken at: 1:00 pm -1:05 pm PM register will close at: 1:05 pm

SECTION 10 — PERSISTENT ABSENCE

Academy procedure:
e Meeting with pupils and parents to listen, and understand barriers to attendance, and any other problems
they may be having
e Explain the help that is available
e Review any existing actions or interventions
e FEstablishing attendance improvement plans to remove barriers and provide additional support.
e Leading regular check-ins to review progress and the impact of support.
e Making regular contact with families to discuss progress.
e Assessing whether an EHC plan or IHP may be appropriate.
e Considering what support for re-engagement might be needed, including for vulnerable groups.

e Provide access to wider support services to remove the barriers to attendance, in conjunction with the local
authority, where relevant

e Explain the potential consequences of, and sanctions for, persistent and severe absence

e Implement sanctions, where necessary

SECTION 13 — CELEBRATING GOOD ATTENDANCE

Academy procedure:

The Academy will acknowledge excellent attendance and punctuality / improvement in attendance / punctuality in
the following ways:

e Half termly attendance awards for all children above target.

e Termly 100% attendance certificates for all students — including those on part time timetables and
Attendance Plan targets.

e Dojo messages sent to parents to celebrate attendance.

e Notice boards around school and in classroom to celebrate attendance.

e Annual attendance awards for all children on and above target.

e  Rewards for class with most improved attendance during the ‘Attendance Challenge week’.

e  Rewards for the most improved pupils attendance.
The Academy will develop strategies for ensuring that pupils with health needs or home circumstances that result in
additional absences are not unfairly excluded from attendance rewards, e.g. by setting individualised targets.

e Pupils with specific targets are awarded individually for attendance

e  Part time timetable pupils’ awards reflect amount of time expected in school

SECTION 14 — ATTENDANCE INTERVENTION

Academy’s expected attendance level: 96%

Academy’s staged approach / interventions to effectively manage pupil absence and punctuality as well as
responses to improved attendance / punctuality.
Academy’s supportive measures and ways of working with parents

prior to stages outlined below:

Pre-stage
& e  Supportive Letter sent to all PA pupil from previous year as

part of early intervention with clear Attendance Expectation.
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Attendance Stage 1

Attendance Stage 2

Attendance Stage 3

Lates Stage 1

Lates Stage 2

Regular social media campaign/Monday Matter, Friday
Feelings/Attendance Challenge week/ Attendance Trophy
and inter class competition.

Attendance Expectations shared with wider school
community including the class teachers and all pupil start of
the academic year.

Informal meeting

Script shared with class teachers to have conversations with
families where attendance has been a concern.

Letter shared with pupil offering support from Academy staff
and signposting to sources of support

Telephone call to understand absence(s)

Studybugs messages/Conversation
Attendance Letters

Home visits

Informal meetings-

Parent Support Meetings-Prepare Attendance Contract-
Agree Actions and clear Attendance Expectation.

Statutory Action

Supportive Letter sent to all pupil with lateness concerns
from previous academic year as part of early intervention
with clear Attendance Expectation.

Phone call to discuss barriers to attendance and supportive
strategies to improve.

Lateness letter sent to families

Attendance Support Meeting-Lateness Contracts

If Threshold met- Referral to Staffordshire CC for NTI

No improvement-Referral for FPN

No improvement rereferral for an ECM.
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Appendix 2 — Attendance Codes used in our Academies

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

Code Definition Scenario
/ Present (am) Pupil is present at morning registration
\ Present (pm) Pupil is present at afternoon registration
L Late arrival Pupil arrives late before register has closed
Attending a place other than the school
. . . Pupil is attending a place other than a school at
Attending education provision arranged by the . P g P . .
K . which they are registered, for educational provision
local authority .
arranged by the local authority
. . . . Pupil is on an educational visit/trip organised or
\' Attending an educational visit or trip
approved by the school
S . . Pupil is participating in a supervised sporting activit
P Participating in a sporting activity upitis participating | upervi porting activity
approved by the school
W Attending work experience Pupil is on an approved work experience placement
Pupil is attending a place for an approved
B Attending any other approved educational activity educational activity that is not a sporting activity
or work experience
. Pupil is attending a session at another setting wher
D Dual registered upil i ending a sessio . other setting where
they are also registered
Absent - leave of absence
a1 Participating in a regulated performance or Pupil is undertaking employment (paid or unpaid)
undertaking regulated employment abroad during school hours, approved by the school
M Medical/dental appointment Pupil is at a medical or dental appointment
Pupil has an interview with a prospective
J1 Interview : . P . P
employer/educational establishment
Pupil has been granted leave of absence to study for|
) Study leave P! & . s y
a public examination
. . Pupil of non-compulsory school age is not required
X Not required to be in school P P Y g q
to attend
. . Pupil is not in school due to having a part-time
Cc2 Part-time timetable P . gap
timetable
. . Pupil has been granted a leave of absence due to
C Exceptional circumstances . .
exceptional circumstances
Absent — other authorised reasons
Pupil is a ‘mobile child” who is travelling with their
T Parent travelling for occupational purposes parent(s) who are travelling for occupational
purposes
R Religious observance Pupil is taking part in a day of religious observance
. . Pupil is unable to attend due to illness (either
1 Iliness (not medical or dental appointment) P . (
related to physical or mental health)
Pupil has been suspended or excluded from school
E Suspended or excluded P p -
and no alternative provision has been made
Absent — unable to attend school because of unavoidable cause
Pupil is unable to attend school because the
Q Lack of access arrangements local authority has failed to make access

arrangements to enable attendance at school
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Pupil is unable to attend because school is not within

Y1 Transport not available walking distance of their home and the transport
normally provided is not available
Pupil is unable to attend because of widespread
Y2 Widespread disruption to travel disruption to travel caused by a local, national or
international emergency
Pupil is unable to attend because they cannot
Y3 Part of school premises closed practicably be accommodated in the part of the
premises that remains open
. Every pupil absent as the school is closed
Y4 Whole school site unexpectedly closed Yy pup
unexpectedly (e.g. due to adverse weather)
Pupil is unable to attend as they are:
e Inpolice detention
Y5 Criminal justice detention e Remanded to youth detention, awaiting trial or
sentencing, or
e Detained under a sentence of detention
. . Pupil’s travel to or attendance at the school would
Y6 Public health guidance or law P L . .
be prohibited under public health guidance or law
. To be used where an unavoidable cause is not
Y7 Any other unavoidable cause
covered by the other codes
Absent — unauthorised absence
. Pupil is absent for the purpose of a holiday, not
Holiday not granted by the school ’
G y g y approved by the school
. Reason for absence has not been established
Reason for absence not yet established .
N before the register closes
No reason for absence has been established, or
. . the school isn’t satisfied that the reason given
(0] Absent in other or unknown circumstances .
would be recorded using one of the codes for
authorised absence
. . . . Pupil has arrived late, after the register has closed
U Arrived in school after registration closed P & .
but before the end of session
Administrative codes
. . - . Pupil has not joined school yet but has been
Z Prospective pupil not on admission register P J . y
registered
Whole-school closures that are known and planned
# Planned whole-school closure P

in advance, including school holidays
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Appendix 3 — Leave of Absence Request Form %
ST. BART’S MULTI-ACADEMY TRUST ST. BART%

Leave of Absence Request Form B

ST.BART'S

Academy: Longford Primary Academy

GUIDANCE NOTES

ST. BART’S MULTI-ACADEMY TRUST

The granting of leave of absence in term time is, by law, a matter for consideration and decision by the
Principal. There is no automatic right to any leave in term time. The Principal 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
attendance regulations.

Parents are asked to consider very carefully the implications for their own child and others before making a
decision to remove their child from the education that is provided in Academy term time. Children should
only be removed in exceptional circumstances.

Parents wishing the Academy to consider granting leave in term time should read these notes carefully and
then complete and send to the Principal the request form below. This form should be sent to the Academy in
time for the request to be considered before the desired period of absence. Parents are strongly advised not
to finalise any planned absence before receiving the Academy’s decision regarding their request. In any event
the request form must be received by the Academy at least four weeks before the leave in term time
requested dates to allow sufficient time for appropriate consideration. Completing this form does not mean
your request has been approved.

For medical absence, please attach an appointment card or letter.

Where requests for a grant of leave in term time are received from only one parent the response letter —
agreeing or refusing — will be either addressed to both/all parents where they live at the same address or to
each where they do not. This is to ensure, particularly in the case of a refusal, that both or all parents are fully
aware of the consequences of ignoring a refusal as the refusal letter clearly states that each parent may
receive a penalty notice.

Should the Academy decide to grant the leave but, the child does not return to the Academy at the time s/he
was expected to (i.e. following the expiry of the granted leave in term time period) and, no information is
available to the Academy to explain/justify the continuing absence or, make known the whereabouts of the
child, the Academy reserves the right to remove your child from the roll of the Academy. Where this happens,
please be aware that it may not always be possible to re-admit your child to the Academy.

Should the Academy decide not to grant the leave and parents still take their child out of the Academy the
absence will be recorded as unauthorised which may be subject to a Penalty Notice fine. Each parent who is
liable for the pupil’s offence(s) can be issued with a penalty notice, but this will usually only be the
parent/parents who allowed the absence, (regardless of which parent has applied for a leave of absence). The
payment must be made directly to the local authority, regardless of who issues the notice. If the payment has
not been made after 28 days, the local authority can decide whether to prosecute or withdraw the notice. If
issued with a first penalty notice, the parent must pay £80 within 21 days, or £160 within 28 days. If a second
penalty notice is issued to the same parent in respect of the same pupil, the parent must pay £160 if paid
within 28 days. If your leave of absence is either approved and you fail to ensure that your child returns to
the Academy by the agreed date or your child takes leave when your leave of absence request is not approved,
then the absence will be marked as ‘unauthorised’ on the attendance register. r's

Leave of Absence Request Form ﬁ

ST.BART'S

Academy: Longford Primary Academy
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Name of Child: Class:

Total
D
LS From: To: number
Absence(s): of days:

My child will be accompanied during the leave by:
(parent/carer) (parent/carer)

For Medical / Dental appointments during the school day:

Time of Time child to be Time child
Appointment: collected: will return:

If you are taking your child out of school for a medical appointment, you will need to provide a copy of the
appointment letter/card/text

The exceptional circumstances and reason
for this request are:

If necessary, please continue in a separate sheet and

attach it to this form.

| have considered the implications for both my child and others in making this decision.

Signed: Date:

Please return the completed form to the Academy office. The Academy will write to you and inform you of the
decision on whether your request is authorised or not. Please do not confirm any holiday booking until you
have confirmation of permission for the leave in term time from the Principal.

FOR ACADEMY USE:

Date request for leave in term time received by the Academy
Current Attendance %
Number of sessions previously taken as leave in term time

Re: Siblings: other schools confirmed?
Authorised I:l Unauthorised |:|

Signed: Date:

Notification of decision
- Date letter sent to both / all parent(s)

Appendix 4 — Local Authority Code of Conduct

Attendance section of the Staffordshire County Council can be access on:
https://www.staffordshire.gov.uk/education/Education-welfare/Attendance.aspx

Staffordshire County Council Code of Conduct for issuing Penalty Notices Commencing on 19/8/24 has been
copied below and can also be accessed on: https://www.staffordshire.gov.uk/Education/Education-
welfare/Documents/Penalty-Notice-Code-of-Conduct-July-24-FINAL.pdf

Staffordshire County Council Code of Conduct for issuing Penalty Notices
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Commencing on 19/8/24

Rationale

Regular and punctual attendance at school is both a legal requirement and essential for pupils to maximise their
educational opportunities. In recognition of this, the law makes it an offence for a parent or carer to fail to
secure the regular attendance of their child at a school at which the child is a registered pupil, without good
reason or the agreement of the school.

Penalty Notices are one of the sanctions available for this offence and offer a means of swift intervention, which
can be used to combat attendance problems early, before they become entrenched.

Parents and children should also be supported by their school to overcome barriers to regular attendance,
through a range of intervention strategies.

Therefore, Penalty Notices and other legal sanctions will only be used where parental cooperation with this
process is either absent or deemed to be insufficient to resolve the problem. They will also be used to support
and challenge parents to meet their legal responsibilities and where there is a reasonable expectation that their
use will secure improved school attendance.

In April 2012, the Government accepted the Charlie Taylor report recommendation to challenge the culture of
expectation to term time holiday and set out a clear expectation that term time leave should only be granted in
exceptional circumstances.

The Education (Pupil Registration) (England) (Amendment) Regulations 2013 made an amendment to the
Education (Pupil Registration) (England) Regulations 2006 to: clarify that leave of absence shall not be granted
by schools unless there are “exceptional circumstances”.

The Supreme Court judgement on the Isle of Wight v Platt case on the 6th April 2017, has brought clarity to the
issue of what regular attendance means and the use of penalty notices. Lady Hale gave the conclusion that
“regularly” means “in accordance with the rules prescribed by the school”, she went on to say that there are
many examples where, what could be perceived to be, a very minor or trivial breach of the law can lead to
criminal liability.

With specific regard to leave during term time, the judgement stated (this interpretation is also consistent with
the provision in section 444(3)(a) and (9)) that a child is not to be taken to have failed to attend regularly if he is
absent with the leave of a person authorised by the governing body or proprietor of the school. Unlike sickness
or unavoidable cause, leave is not a defence. It is part of the definition of the offence. A child is required to
attend in accordance with the normal rules laid down by the school authorities for attendance but the school
can make an exception in a case.

Legal Framework:

e  Section 444A of the Education Act 1996 (as inserted by section 23 of the Anti-Social Behaviour Act 2003)
empowers designated Local Authority (LA) officers, head teachers (as well as deputy and assistant head
teachers authorised by them) and the Police to issue Penalty Notices in cases of unauthorised absence
from school.

e The Education (Penalty Notices) (England) Regulations 2007 prescribe the necessary details for the
operation of the penalty notice scheme under section 444A of the Education Act 1996 and section 105
of the Education and Inspections Act 2006.
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e The Education and Inspections Act 2006 includes the duty of parents in relation to excluded pupils and
provides for penalty notices to be issued where a parent has committed an offence by an excluded
pupil being present in a public place at any time during school hours on a school day.

e Section 576 of the Education Act 1996 defines the meaning of “parent”.

e Theissuing of Penalty Notices must conform to all requirements of the Human Rights Act 1998 and the
Equality Act 2010.

e  Section 444 of the Education Act 1996 makes it an offence if a parent fails to secure their child’s regular
attendance at school at which they are registered, if that absence is not authorised by the school.
Penalty Notices supplement the existing sanctions currently available under s444 Education Act 1996
or s36 Children Act 1989 to enforce attendance at school where appropriate.

The Education (Penalty Notices) (England) (Amendment) Regulations 2024

For the purposes of this document the LA uses section 576 of the Education Act 1996 which defines “parent” in
relation to a child or young person as including any person: who is not a parent but who has parental
responsibility, or who has care of the child or young person. The LA, in line with the Department for Education,
considers a “parent” to include:
e All natural (biological) parents, whether they are married or not;
e Any person who, although not a natural parent, has parental responsibility for a child or young person
— this could be an adoptive parent, a guardian or other relative who has acquired parental
responsibility.
e Any person who, although not a natural parent and does not have parental responsibility, has care of a
child or young person.

The LA reserves the right to issue a penalty notice to all persons defined as a parent(s) under the 1996 Education
Act section 576 in relation to Unauthorised absence.

Circumstances where a Penalty Notice may be issued:
e A Penalty Notice can only be issued in cases of unauthorised absence.
e The presence of an excluded child in a public place at any time during school hours in the first five days
of exclusion.

Penalty Notices may be considered appropriate if one of the following criteria is met:

e There is unauthorised absence of least 10 sessions (each school day contains two sessions) this may
comprise of any unauthorised absence or late arrival at school or alternative provision over a rolling
period of 10 school weeks, excluding school holidays. These absences do not need to be consecutive.

e Ifinanindividual case the LA believes a penalty notice is appropriate, they retain the discretion to issue
a penalty notice before the 10-session threshold is met. In such instances there must be at least 2
sessions of unauthorised absence in term time not authorised by the head teacher over a period of 10
rolling school weeks or any period of leave more than the period authorised by the head teacher.

e The presence of an excluded child in a public place at any time during school hours in that child’s first
five days of exclusion. An “excluded child” is one who has been excluded/suspended from school for a
given period under the Education and Inspections Act 2006.

A Penalty Notice will not be issued in respect of children in the care of the Local Authority with whom other
interventions will be used.

Other conditions.

Only 2 penalty notices can be issued to the same parent in respect of the same child within a 3-year rolling period
and any second notice within that period is charged at a higher rate as detailed below.
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e The first penalty notice issued to a parent in respect of a particular pupil will be charged at £160 if paid
within 28 days. This will be reduced to £80 if paid within 21 days.

e Asecond penalty notice issued to the same parent in respect of the same pupil is charged at a flat rate
of £160 if paid within 28 days.

e A third penalty notice cannot be issued to the same parent in respect of the same child within 3 years
of the date of issue of the first. In this case where the criteria to issue a penalty notice is met for a third
time within 3 years, alternative action will be taken instead. This will often include considering
prosecution but may include other tools such as one of the other attendance legal interventions.

e In cases where there is more than one pupil in a family with unauthorised absences, Penalty Notices
may be issued for more than one child.

e All Penalty Notices are entered onto a database maintained by the Local Authority to ensure that no
duplicate Penalty Notices are issued.

A 10-session period of unauthorised absences/lateness
e All state funded schools must consider whether a penalty notice is appropriate in each individual case
where one of their pupils reaches the national threshold of 10 sessions of unauthorised absence in a
rolling period of 10 school weeks.

Penalty notices are intended to prevent the need for court action and should only be used where it is deemed
likely to change parental behaviour, and support to secure regular attendance has been provided and has not
worked or been engaged with or would not have been appropriate in the circumstances of the offence. The
local authority’s (LA) decision on whether sufficient support has been provided before issuing a penalty notice
should be treated as final. The period of 10 school weeks can span different terms or school years (e.g. 2 sessions
of unauthorised absence in the Summer Term and a further 8 unauthorised late arrival within the Autumn Term).

Notice to Improve

Where there are 10 sessions of unauthorised absence or late arrival in a rolling period of 10 school weeks the
school may request the local authority to issue a Notice to Improve to a parent. A Notice to Improve is a final
opportunity for a parent to engage in support and improve attendance before a penalty notice is issued. A
Notice to Improve does not need to be issued in cases where support is not appropriate and a school can choose
not to use one in any case, including cases where support is appropriate, but they do not expect a Notice to
Improve would have any behavioural impact.

The Notice to Improve should include:

e Details of the pupil’s attendance record and details of the offences.

e The benefits of regular attendance and parents’ duty under section 7 of the Education Act 1996.

e  Details of the support provided so far.

e  Opportunities for further support and the option to access previously provided support that was not
engaged with.

e A clear warning that a penalty notice may be issued, or prosecution considered if attendance
improvement is not secured within the improvement period.

e A clear timeframe for the improvement period of between 3 and 6 weeks. This is at the discretion of
the local authority

e  Details of what sufficient improvement within that timeframe will look like.

e The grounds on which a penalty notice may be issued before the end of the improvement period.

The LA will consider, and issue a Notice to Improve requested by a school in response to 10 sessions of

unauthorised absence or late arrival where the school has:
e completed and sent a request form.
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e provided the LA with a pupil attendance registration certificate signed by the Head teacher / Principal
— or their nominated deputy — confirming that non-attendance / lateness during the period was
unauthorised.

e provided the LA with information which demonstrates that the use of a Notice to Improve is now the
appropriate action to address the child’s school attendance / punctuality.

The LA EWO will then issue a Notice to Improve to the parent (s) by post or email. If the required improvement
in attendance is achieved the LA will not issue a penalty notice but will ask the school to continue to support the
family. If there is not sufficient improvement within the timeframe of the notice the LA will issue a penalty
notice to the parent (s). Where improvement is not being made, it may be appropriate to issue a penalty notice
before the improvement period has ended.

Please note: Schools are requested to send in their request forms for a notice to improve as soon as the threshold
has been met, so that the notice can be issued in a timely manner and prevent further unauthorised absences.
A period of unauthorised absence, not authorised by the head teacher or in excess of the period determined by
the head teacher.

The LA will consider, and issue Penalty Notices requested by a school in response to any unauthorised leave of
absence (including family holidays) resulting in unauthorised absence where the school has:
e completed and sent a request form which, if possible, should include:
- Copy of parental request form
- Response letter to parents
- provided the LA with a pupil attendance registration certificate signed by the Head teacher / Principal
— or their nominated deputy — confirming that non-attendance / lateness during the period was
unauthorised.

In cases where the unauthorised leave of absence occurs without prior request from the parent (s) or is due to
unauthorised absence beyond that which was agreed, the school should provide evidence of what efforts have
been made to contact the parent(s) to explore the unauthorised absence.

If parents dispute the school’s allegation that the child was on an unauthorised leave, then the parent is
responsible for providing the evidence to substantiate their claim. This should be provided to the
school and included in with the request form.

Please note: Schools are requested to send in their penalty notice forms within 4 weeks of the end date of the
unauthorised leave, so that the penalty notice can be processed in a timely manner. Whilst the LA reserves the
right to issue a penalty notice to all persons defined as a parent under the 1996 Education Act section 576 in
relation to unauthorised leave, the LA may seek to specifically issue a penalty notice to the parent(s) whom the
child resides with, or if parents are separated, the parent(s) who have taken the child out of school for the
unauthorised leave.

Where the Penalty Notice is requested from a school in response to a leave of absence related unauthorised
absence or is in relation to an offence under section 103 of the Education and Inspections Act 2006, the Notice
to Improve does not apply.

Excluded and suspended pupil seen in a public place during school hours

The parent of the pupil must ensure that the pupil is not presentin a public place at any time during school hours

on a day that he / she is excluded or suspended, up to and including the first 5 days or, where it is for a fixed
period of 5 days or less, any of the days to which the exclusion relates.
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If the pupil is present in a public place at any time during school hours on a school day specified above, the
parent commits an offence under section 103 of the Education and Inspections Act 2006 and is liable, on
summary conviction, to a fine not exceeding level 3 on the standard scale.

In such cases the school should provide to the LA:

e A copy of the letter sent to parent(s) pursuant to s.104 of the Education and Inspections Act 2006
warning them to ensure that the child is not permitted to be present in a public place in the first five
days of exclusion.

e Robust and reliable evidence in the form of a witness statement, stating how the child is known to the
witness, where the child was seen including the date and time.

Please note if the case is contested the witness may be required to give evidence in court.
Procedure for issuing Penalty Notices:

A Penalty Notice may only be issued by authorised LA staff. In Staffordshire this will be LA Education Welfare
Officers. This will ensure consistent and equitable delivery, avoid duplication of issue, and allow schools to
maintain good relationships with parents and ensure that they reinforce other enforcement sanctions.

A Penalty Notice may be requested by a head teacher / principal and school staff authorised by them, or a police
officer during a truancy sweep under the provision of Crime and Disorder Act 1998.

Penalty Notices will initially be issued by post and never as an instant action, e.g. during a truancy sweep. This
will enable officers to ensure that all evidential requirements are in place, duplication of issue is avoided and to
limit the health and safety risks associated with delivering such notices by hand. However, if a parent requests
a further copy of a penalty notice, this may be sent via email to the parent.

Where Schools, Police or neighbouring local authorities ask Staffordshire County Council to issue a Penalty
Notice, their request will be investigated and actioned by the LA EWO provided that:

e The circumstances of the case meet the criteria specified in this Code of Conduct.

e The pupil is registered at a Staffordshire School;

e Checks have been made with a previous local authority if a pupil has moved home or school during the
previous 3 years.

e All necessary evidence is provided to establish an offence under Section 444(1) of the Education Act
1996 has been committed.

e Issuing a Penalty Notice would not conflict with another intervention strategy already in place or
another enforcement sanction already being processed; and

e There is evidence which demonstrates that the use of a Penalty Notice is now the appropriate action
to improve the child’s school attendance (not required in the case of unauthorised leave of absence).

The LA will endeavour to keep schools informed about the outcomes of the penalty notices.
Truancy Sweep

A Penalty Notice will only be issued after due consideration, when all facts are known and the threshold for
serving the notice has been met. Information should be given to anyone stopped on a truancy sweep (pupil
and/or parent) about the possible support and sanctions used to address non-attendance.
Criteria for withdrawing Penalty Notices: Once issued a Penalty Notice may be withdrawn if Staffordshire LA is
satisfied that:

e The Penalty Notice was issued to the wrong person.

e The use of the Penalty Notice did not conform to this Code of Conduct.
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e The Penalty Notice contained material errors.
e The evidence demonstrates that the Penalty Notice should not have been issued, e.g. medical evidence.

If a parent believes one of the above criteria to withdraw a penalty notice has been met, this should be raised
with the LA immediately, by contacting:

Head of Attendance and Inclusion
Childrens and Families
1 Staffordshire Place
Stafford ST16 2DH
Email - Penaltynoticeenquiries@staffordshire.gov.uk

This will then be investigated, and the parent(s) informed of the outcome either to withdraw or uphold the
penalty notice.

(1) Please note - in the case of a material error the penalty notice may be re-issued with the appropriate
corrections made by email.

Representation
There is no statutory right of appeal against the issuing of a Penalty Notice.

However, the parent may choose to not pay the penalty notice and therefore the matter will be referred to the
Magistrates Court where they can make representation to the Magistrates.

Payment of Penalty Notices:
e Arrangements for payment will be detailed on the Penalty Notice.
e Payment of a Penalty Notice discharges the parent’s liability for the period in question therefore:
- they cannot subsequently be prosecuted under other enforcement powers for the period covered by
the Penalty Notice.
- they cannot subsequently appeal the penalty notice as the matter is then considered closed.

e The LAretains any revenue from Penalty Notices to cover enforcement costs and other functions of the
local authority which serve to support the regular attendance at school of registered pupils
e  Payments will not be accepted in part or by instalments.

Non-payment of Penalty Notices:

Non-payment of a Penalty Notice will trigger the fast-track court prosecution process under the provisions of
section 444(1) of the Education Act 1996. Parents will be sent Single Justice Papers by post, which will explain
the process and which they must then complete and post to the Court address given.

Policy and Publicity

e Identifying information about Penalty Notices issued to particular parents or specific children should
not be made public;

e School attendance policies should include information on the issuing of Penalty Notices, and this should
be available to parents;

e The LA will include information on the use of Penalty Notices and other attendance enforcement
sanctions in promotional or public information material.

Reporting & Review
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Staffordshire LA will:

Report at regular intervals to the head teacher forum groups (Primary, Secondary, Middle and Special) and
Staffordshire Police on the deployment and outcomes of Penalty Notices.

Make regular reports to Staffordshire County Council on attendance matters which will include Penalty Notice
use; and review Penalty Notice use at regular intervals and amend the Code of conduct as appropriate.
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