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1. Aims and Objectives
This policy aims to provide a clear, consistent, and cohesive framework which conforms with statutory requirements and that promotes maximum levels of attendance and punctuality for all individual pupils at Edward Jenner School (EJS). It outlines a clear procedure for working together to put the right support in place at the right time. We work in conjunction with pupils, parents/carers, staff in school, other local partners and Gloucestershire County Council, aiming to remove any barriers to attendance. 
At EJS our unifying aim is based upon building strong and trusting relationships, we therefore commit to supporting pupils and their families who find good levels of attendance challenging. Reasons for not attending school regularly are wide and complex; we ensure Edward Jenner School is a calm, orderly, supportive environment where all pupils want to be, are keen and ready to learn, providing the foundation for securing good attendance. Children who attend school under a flexi-school agreement are expected to have good attendance at the times agreed with EJS, the remainder of the week falls to the parents and carers to provide full-time education.
Our objectives are to ensure our school personality, behaviour and values enable all pupils to maximise their school attendance and learning capability.
Procedures and lines of responsibility within school are clear as regards:
Attendance and registration
Authorising and clearance of absence and lateness
How and when support is offered 
A pupil who fails to attend school regularly, punctually or who goes missing immediately becomes part of our highest level of empathic support from our well-trained staff and safeguarding team

2. Legislation and Guidance
This policy meets the requirements of the working together to improve school attendance from the Department for Education (DfE), and in some safeguarding circumstances may refer to the DfE’s guidance on school attendance parental responsibility measures. These documents are drawn from the following legislation setting out the legal powers and duties that govern school attendance:
Part 6 of The Education Act 1996
Part 3 of The Education Act 2002
Part 7 of The Education and Inspections Act 2006
The Education (Pupil Registration) (England) Regulations 2006 (and 2010, 2011, 2013, 2016 amendments)
The Education (Penalty Notices) (England) (Amendment) Regulations 2013
United Nations Convention on the Rights of the Child (UNCRC).
Equality Act 2010
This policy also refers to the DfE’s 2019 guidance for Elective Home Education, which explains the potential for flexi-schooling to meet the responsibility of parents to provide a full-time education for their school age child.

Roles and Responsibilities
Parents/carers are expected to:
· Make sure their child attends every scheduled day on time
· Call, text or email the school to report their child’s absence before 9.30 am on the day of the absence and each subsequent day of absence, and advise when they are expected to return
· Provide the school with more than one emergency contact number for their child
· Proactively engage with support offered informally or formally to help your child overcome any barriers to attendance
Pupils are expected to:
· Attend school every scheduled day on time 
The Proprietor/ Headteacher Manda Brookes is responsible for: 
· Ensuring they fulfil expectations and statutory duties
· Regularly reviewing attendance of individuals, discussing and challenging trends, and collaborating with the DSL/Deputy headteacher to focus efforts and develop a clear vision for attendance progress for those individuals 
· Ensuring school staff receive adequate training on attendance
· Implementation of this policy including for flex-students
· Supporting staff with monitoring the attendance of individual pupils and expectations
· Monitoring the impact of any implemented individual attendance strategies 
· Communicating with pupils, parents/carers and support staff to ensure coherent plans
· Requesting the formalisation of support and enforcing where necessary (safeguarding)
The Deputy-headteacher/DSL Leigh Allen is responsible for:
· Working alongside the Headteacher championing and improving attendance across the school
· Working with the headteacher to regularly review attendance of individuals, discussing and challenging trends, to focus efforts and develop a clear vision for attendance progress for those individuals 
· Evaluating and monitoring expectations and processes
· Communicating with pupils, parents/carers and support staff
· Delivering targeted intervention and support to pupils and families 
· Where there is a lack of engagement, holding more formal conversations with parents/carers and raising the issue of the potential need for enforcement (safeguarding)
School administration/office staff are responsible for:
Taking calls, texts, emails from parents/carers about absence on a day-to-day basis and recording it on the school system
Recording attendance on a daily basis, using the correct codes and notifying the Headteacher or the Deputy Headteacher of individual absence of significance in a timely manner. Absences of significance are those pupils identified as:
· Those bringing themselves to school and potentially vulnerable, to be followed up by 9.30 am at the latest
· Those identified as pupils with attendance below expected levels who are currently being monitored or have an intervention strategy. This includes those who are transitioning into school and those who attend a provision off site
Transfer calls from parents to the appropriate member of staff in order to provide them with more detailed support on attendance 
Keeping accurate and up to date records of calls and communication with parents
Cross checking student attendance with key rings before the close of register
3. School processes for recording attendance and absence
We will keep an attendance register and place all pupils onto this register. We will take our attendance register at the start of each morning session of the school day and once during each afternoon session. It will mark whether every pupil is: 
· Present / am \ pm
· Absent O 
Authorised Codes:
· Authorised absence including Flexi-school C 
· Illness I
· Medical appointment M
· Authorised Holiday H
· Attending an approved off-site educational activity B
· Educational visit V
· Religious observance R
· Study leave S
· Work Experience W
· Interview J
· Excluded E
· Unable to attend due to exceptional circumstances Y
· School closed to pupils #
Unauthorised Codes:
· Unauthorised absence O
· Unauthorised holiday G
· Arrived after register closed L
· Reason for absence not yet provided N
· Gypsy, Roma, Traveller absence T
· Pupil not on roll Z
Any amendment to the attendance register will include in the notes:
· The original entry
· The amended entry 
· The reason for the amendment
· The date on which the amendment was made 
· The name and position of the person who made the amendment
We will also record:
· Whether the absence is authorised or not
· The nature of the activity if a pupil is attending an approved educational activity
· The nature of circumstances where a pupil is unable to attend due to exceptional circumstances
· We will keep every entry on the attendance register for 3 years after the date on which the entry was made.
The majority of pupils must arrive in school by 9.30am on each school day. Each pupil will be responsible for putting their own key ring on the appropriate lanyard. These key rings will be removed by the pupil if they are leaving with permission during the school day. The key rings are used if a student leaves the premises on a visit during the school day see appropriate policy.
The register for the morning session will be taken on arrival from 8.30am and will be kept open until 9.30am which is 30 minutes after the start of the learning day. The register for the afternoon session will be take at 1.15pm and will be kept open until 1.30pm
Absence
The pupil’s parent/carer must notify the school of the reason for an unplanned absence on the first day by 9.30 am or as soon as practically possible by calling/ texting or emailing the school.
· Telephone after 8.00am 01452 380808
· Text 07546999131
· Email office@edwardjennerschool.org
We will mark absence due to illness as authorised unless the school has a genuine concern about the authenticity of the illness.
If the authenticity of the illness is in doubt, the school may ask the pupil’s parent/carer to provide medical evidence, such as a doctor’s note, prescription, appointment card or other appropriate form of evidence. We will not ask for medical evidence unnecessarily.
If the school is not satisfied about the authenticity of the illness, the absence will be recorded as unauthorised and parents/carers will be notified of this in advance.
Planned absence
Attending a medical or dental appointment will be counted as authorised as long as the pupil’s parent/carer notifies the school in advance of the appointment.
The headteacher will only grant a leave of absence to a pupil during term time following consideration of circumstances from an email or telephone contact from parent/carers in advance of the absence. A leave of absence is granted at the headteacher’s discretion, including the length of time the pupil is authorised to be absent for.
The school considers each application for term-time absence individually, taking into account the specific facts, circumstances and relevant context behind the request. The headteacher may require evidence to support any request for leave of absence.
Valid reasons for authorised absence include:
· Illness including mental health and medical/dental appointment. Mental health absences will be closely monitored and proactively managed to ensure support is appropriate (see note)
· Religious observance – where the day is exclusively set apart for religious observance by the religious body to which the pupil’s parents belong.  If necessary, the school will seek advice from the parents’ religious body to confirm whether the day is set apart
· Traveller pupils travelling for occupational purposes – this covers Roma, English and Welsh gypsies, Irish and Scottish travellers, showmen (fairground people) and circus people, bargees (occupational boat dwellers) and new travellers. Absence may be authorised only when a traveller family is known to be travelling for occupational purposes and has agreed this with the school, but it is not known whether the pupil is attending educational provision
· Sporting fixtures/ training
· Planned transitional absence arising from discussions with Headteacher or Deputy Headteacher
4. Procedures following unexplained absence
Call the pupil’s parent/carer on the morning of the first day of unexplained absence to ascertain the reason. If the school cannot reach any of the pupil’s emergency contacts, the school may call the police or social worker if the child has one. 
Identify whether the absence is approved or not
Identify the correct attendance code to use and input it as soon as the reason for absence is ascertained – this will be no later than 5 working days after the session
Call the parent/carer on each day that the absence continues without explanation to ensure proper safeguarding action is taken where necessary. 
If absence continues, the school will consult with appropriate external services including Early Help or Gloucestershire Attendance team following an in school safeguarding meeting. 
Note: Mental Health - School staff are not expected to diagnose mental health conditions or perform mental health interventions, but they are expected to work to ensure regular attendance for every child, as per the Working together to improve school attendance.  Broadly speaking, the role of school staff is to ensure that the school is a calm, safe, and supportive environment where all pupils want to be and are keen and ready to learn, which is the foundation of securing good attendance. Generally, schools will achieve this by promoting children and young people’s mental health and wellbeing through a whole-school approach to pupil mental health, and by developing a trusted relationship with parents/carers and families that involves them in the conversation about the school’s ethos, and emphasises the importance of supporting mental health and regular attendance.

5. Strategies for promoting attendance
EJS provides a bespoke education for all pupils. We provide a high staff to pupil ratio to support all aspects of an individual’s learning, mental health and well-being. Our curriculum is interesting, individualised and practical. It includes visits and extracurricular experiences on a very regular basis. Children and young people have their interests and learning styles catered for, they are valued and kept in mind during planning. We have end of term events and support the start of term with enjoyable experiences. We offer parent education sessions to support possible problematic behaviours at home including those relating to teenagers, autistic spectrum and other conditions and how to kindly hold boundaries. 
In addition, we have a well researched transition and attendance packages, developed by experienced qualified staff. These packages could include, but are not limited to: 
· Individual meet and greet
· specific lesson support
· emotionally available adult (EAA) throughout the school day to provide support when needed 
· home learning visits
· planned and supported transitions for appropriate periods of time, reinstated if needed
· listening and discussing with pupils and parent/carers daily
· solution focused mentors
· team discussions
· mindful activities
· off-site meetings. 
· letters sent to young people from the young people during the long summer break (letters to self)
· school open before the start of term for young people to make short informal familiarisation visits meeting trusted staff
Transitions to good attendance forms a large part of our EJS uniqueness. We have many and varied strategies and personalities ready to engage with young people. However, we will always discuss and request support from external partners in a timely manner. This reflective practice also includes discussions with our school counsellor and Educational psychologists. This available support is offered to all pupils as and when needed and is considered part of our school ethos.
6. Reducing persistent and severe absence where normal school support is not consistently engaged with by parents/carers and capable pupils
Persistent absence is where a pupil misses 10% or more of school, and severe absence is where a pupil misses 50% or more of school. 
The school will:
· Use attendance data to find patterns and trends of persistent and severe absence
· Hold regular meetings with the parents/carers of pupils who the school (and/or local authority) considers to be vulnerable, or are persistently or severely absent, to discuss attendance and engagement at school
· Increase access to wider support services to remove the barriers to attendance
· Seek additional advice from GCC, ISA and if appropriate Virtual Schools
· Carry out a rigorous safeguarding audit including a neglect toolkit; CCE or CSE toolkit or prevent discussions if indicated 
· Offer additional online education and support for parents and carers to ensure home ICT access is age appropriate and safe
· Offer parenting courses including appropriate specialist parenting courses
· Formalise support or use legal sanctions, in conjunction with Gloucestershire County Council, for example through using a parenting contract, engagement with social services, Education Supervision Order or consideration of attendance prosecution in the Magistrates Court.

7. Links to other policies and monitoring arrangements
8. Safeguarding and Response to Children Missing in Education can be found at: www.edwardjennerschool.org.uk/key-policies
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