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Introduction

As a school we strive to create an inclusive, calm, safe, supportive environment where all students are
motivated to learn and want to attend. However, we do acknowledge and understand that some
students may find it more difficult than others to attend school. Our ethos is built on building trusting
relationships with students and their parents/carers and supporting student wellbeing, and so we
endeavor to work with families to remove any barriers to attending school to ensure that the right
support and provision is in place.

Regular school attendance enables students to get the most from their education as well as develop
important personal and social skills. Furthermore, students with excellent attendance (and who are

punctual) are attractive to potential employers as they have been able to demonstrate that they are
reliable.

Parents or carers of students of compulsory school age have a legal duty to ensure that their children
receive efficient, full-time education by attendance at school or otherwise. Under the provisions of the
Education Act and the Student Registration Regulations we must keep an attendance register. Every
entry in the attendance register is preserved electronically for three years. This policy meets the
requirements of the school attendance guidance from the Department for Education (DfE) and refers to
the DfE’s statutory guidance on school attendance responsibility measures.

Although this policy is for students in compulsory education, we apply the same high expectations
around attendance to post 16 students in our school.

Aims of this policy

e To set out how we will work with students and parents/carers to ensure that individual student
attendance is as high as possible, outlining support where necessary.

e To promote a whole school community approach to striving for high attendance.

e To ensure that students understand the importance of attendance and punctuality.

e To ensure that we regularly monitor and analyse attendance data; identifying trends that may
arise and put in place appropriate interventions and support.

e To ensure that staff are trained regularly about the importance of good attendance and how
they can offer support and help.

e To have in place support for students and parents/carers where there are barriers to attending
school such as, SEND, mental or physical health issues.

The link between attendance and achievement

We know that absence means lost learning, regardless of the reason for the absence. Research from the
latest DfE guidance is summarised below:

e The students with the highest attainment at the end of key stage 4 have higher rates of
attendance over the key stage compared to those with the lowest attainment.

e At KS4, students not achieving grade 9 to 4 in English and Maths had an overall absence rate of
8.8%, compared to 5.2% among those achieving grade 4.

e The overall absence rate of students not achieving grade 9 to 4 was over twice as high as those
achieving grade 9 to 5 (8.8% compared to 3.7%).



Working together to improve school attendance, DfE 2022

Attendance expectations (please also see Appendix B for the attendance ladder)

Students should aim to attend school every day for the academic year, this would equate to 100%
attendance.

There are some exceptions to this which are if a student is unwell, has a medical appointment (we do
advise that medical appointments are made out of school hours where possible), exceptional
circumstances (such as a family bereavement) or an approved educational activity. We strongly advise
that term-time holidays are not taken.

Attendance procedures

Absence reporting procedure (please see Appendix A for contact details)

Parents/carers should contact the school office to report their child is absent and continue to do
so on each day of absence*. A reason for the absence must be provided. Time off for medical
appointments should be also reported on the absence line.

Receipt of an absence note does not automatically authorise absence. The only legally
acceptable reasons for not being in school are iliness and medical appointments. We ask that
wherever possible medical or other appointments should be made for times outside of the
school day.

Absence is authorised at the discretion of the school. Further explanations may be sought in
some circumstances and the school may choose not to authorise absences where they feel
insufficient evidence is available to substantiate absence.

If we do not have a reason provided for an absence, parents/carers will be contacted asking for
a reason for the absence.

In the event that we still do not have a valid reason for absence this will be followed by a phone
call/text message from the attendance officer or Head of Year.

Home visits may be conducted by the school’s Attendance Officer for absences if there has not
been any communication with home despite repeated attempts to make contact, or where
there is a safeguarding concern.

A letter of concern will be issued to parents/carers where contact has still not been made. This
may lead to a safeguarding referral to the Local Authority.

Because of the maturity of our post-16 students, they can notify the 6™ Form office via phone or
email if they are absent and the reason why. This is always followed up by a member of the 6t
Form team and high priority students are monitored closely.

* Daily communication may not be necessary in certain circumstances (e.g. long-term illness) but
parents/carers must still maintain regular contact with school.



Attendance and punctuality timings

AM - Students must arrive at school and be in their tutor rooms by 8:55am, arrival after this
time would be classed as late. Students are recorded as late with an L on the register.

PM — Students must be at school and in classrooms ready to start their period 4 lessons for
1:15pm, arrival after this time would be classed as late.

Parent/carer permission must be obtained should their child need to leave school at any point
during the day. Students must report to the school office on such occasions to ‘sign out’.

Key responsibilities for our school

The Governing Body

Take an active role in attendance improvement, support the school to prioritise attendance, and
work together with leaders to keep attendance high on the school’s agenda.

Ensure school leaders fulfil expectations and statutory duties in relation to attendance.
Annually review the school’s Attendance Policy and ensure the required resources are available
to fully implement the policy.

Review the school’s attendance data through regular reporting via the Headteacher’s report or
at Governing Body Meetings.

The school

Have a clear school attendance policy on the school website which all staff, students and
parents/carers understand.

Develop and maintain a whole school ethos that promotes the benefits of good attendance.
Accurately complete admission and attendance registers. Ensure that students are registered for
am and pm sessions and that staff take a prompt register during tutor time and each lesson.
Have robust daily processes to follow up any absences.

Have a dedicated senior leader with overall responsibility for championing and improving
attendance.

Proactively use data to identify cohorts with, or at risk of, low attendance and develop strategies
to support them. Closely monitor vulnerable groups including students with a social worker,
students with a medical condition or SEND, disadvantaged students including those eligible for
Free School Meals and those classed as ‘severely absent’ (with less than 50% attendance).
Where out of school barriers are identified, signpost and support access to any required services
in the first instance. If the issue persists, take an active part in the multi-agency effort with the
local authority and other partners. Act as the lead practitioner where all partners agree that the
school is the best placed lead service. Where the lead practitioner is outside of the school,
continue to work with the local authority and partners.

For students where their mental health is preventing them coming to school, work closely with
the family to ensure that appropriate support is in place and lines of communication are open.
In exceptional circumstances, where it is in a student’s best interests, set up a plan to help them
to engage in school such as the use of a temporary part-time timetable to meet their individual
needs (Short Term Support Plan).

Work with feeder middle schools to identify students with poor attendance early and offer
support where appropriate.



e For students with medical conditions or SEND with poor attendance ensure there is pastoral
support and where required, put in place additional support and adjustments, such as an
individual healthcare plan and if applicable, ensuring the provision outlined in the pupil’s EHCP is
accessed. Consider additional support from wider services and external partners, making timely
referrals.

e Set up and regularly review a ‘high priority’ safeguarding list of students that staff should be
extra vigilant with in regards to attendance and ensure that each lesson they are accounted for.
Regularly update staff about this list. Include this on the safety plan for these students.

e Where absence becomes persistent, put additional targeted support in place to try and remove
any barriers. Where there is a lack of engagement, hold more formal conversations with
parents/carers and be clear about the potential need for legal intervention in future. Where
support is not working, being engaged with or appropriate, work with the local authority on
legal intervention.

e When there are safeguarding concerns, intensify support through the safeguarding protocols
working with the Designated Safeguarding Lead.

e Inform the local authority or appropriate external agencies if we think a child could transfer to
another authority or become a child missing in education.

e Regularly train school staff about the importance of good attendance and ways they can support
students (in particular form tutors) as well as ways we can support students with Emotionally
Based School Avoidance. Regularly share attendance data with form tutors during year team
meetings so they are aware of issues surrounding students and can support appropriately.

e Deliver Personal Development sessions promoting the importance and value of good
attendance. Tutors should offer additional support to students who may need it.

e Support students who have missed several days of school to catch up where appropriate. For
students who have been absent for longer periods of time, put in place support plans so that
they can successfully transition back to school.

e Be vigilant for students who may be living with a mental health condition or where their
wellbeing is affecting their attendance. Discuss concerns with parents/carers and if appropriate
support with additional help in school or with external services.

e Alert parents/carers to attendance concerns and work with them offering support where
necessary. Notify parents/carers each term via the reporting system of their child’s attendance
%.

e Congratulate students with excellent attendance and 100% attendance via celebration
assemblies, certificates and letters home.

e Set up reward schemes and initiatives targeting key groups of students with the aim of
improving their attendance.

Responsibilities of parents/carers

e To understand it is their legal responsibility to ensure that their child attends school regularly.

e Provide the school with an up-to-date home address, email and telephone number to enable us
to make contact. Advise us as soon as possible if any contact details change.

e Contact the school on the first day of absence for their child before the start of the school day to
let us know the reason for the absence and the expected date of return.

e Ensure their child arrives punctually and if they are going to be late, notify the main office.



e Talk to their child regularly about school and take a positive interest in their child’s learning and
school life.

e Help the school to promote the importance of attending school each day.

e Talk to the school for help if they feel their child is having a difficult time or needs further
support.

e Work with the school to notify us of any circumstances that may affect their child’s attendance.

e Support the school and proactively engage in formal support offered.

e Avoid, wherever possible, making medical appointment within school hours.

e Avoid booking holidays during term-time.

Responsibilities of students

e Attend regularly (and punctually) unless they are ill or have an authorised absence.

e Talk to school staff about how they are feeling or any concerns that may be impacting on their
attendance.

e Catch up any missed work so they don’t fall too far behind.

e Participate in the attendance Personal Development sessions led by their tutor.

Ways we communicate with parents/carers about the importance of attendance and punctuality

e Through the parent/carer handbook.

e The Home/School agreement

e Via parent/carer Information Evenings or Tutor evening.

e Termly updates through a student’s Progress Check or Report.

e Letters of congratulations for 100% attendance from the Headteacher at the end of the
academic year.

e Via phone call, text, letter/email or home visit if we have concerns about a student’s attendance
or if we feel that further support/intervention is needed.

Persistent absence

A student becomes ‘persistently absent’ if their attendance drops below 90%, regardless of the reason.
A student would become ‘severely absent’ if their attendance drops below 50%. We are expected to
advise parents/carers of their child’s attendance and work with them to help improve it. Should a
child’s attendance become a concern, we will send a letter to make parents/carers aware. We may ask
for medical evidence to be supplied to our Attendance Officer in order to authorise any more absences.
We may also invite parents/carers into school to discuss ways of offering support which may include an
attendance improvement plan of action and a monitoring period. At times it may be necessary to set up
a Student Support Plan, refer to wider support services or offer an Early Help Assessment.

As a school we have to regularly update the Local Authority of students who are frequently absent and
to investigate any unexplained absences. We work closely with the Local Authority and are obliged to
communicate any students for whom attendance is below 90%. It may be that if, as a school, if we have
offered support and agreed a plan of action and there is still no improvement, that the Local Authority
issues an Attendance Warning Notice. If there is still no further improvement, the Local Authority will



invite parents/carers in for a formal meeting and to issue a parenting contract. Legal intervention may
then be pursued if there is still no further improvement.

Further support for students

We will always work with students and their parents/carers where there is a need or concern preventing
a student attending school which often requires a multi-disciplinary approach. In developing a plan to
implement reasonable adjustments to support attendance, we will always seek to involve
parents/carers of students who are anxious about attending school. Government guidance exists which
specifically addresses attendance when it is affected by mental health issues. Where mental health
issues are affecting a student’s ability to come to school, plans will include pastoral support and
reasonable adjustments, but with a clear aim of maximising face to face attendance as much as possible.
Plans will be reviewed regularly and may require sensitive discussions with students and parents/carers.
Referrals to external professional support may be necessary.

Our approach to persistent or severely absenteeism is a graduated response that may include the
following steps:

1. The implementation of an Attendance Improvement Plan or Short-Term Support Plan; a document that
is created and agreed with school and the family around reducing the timetable to make it more
manageable to attend school. This is reviewed on a fortnightly basis and sent to the Local Authority
Attendance and Placement Service.

2. The implementation of an Early Help Assessment to improve attendance and support wider concerns
surrounding the student and their family. This is a 6-week cyclical meeting and produces a document
that is submitted to the Early Help Team in the Local Authority.

3. The allocation of a school-based outreach support tutor to support the student in the family home or
community centre, up to two sessions per week (English and Maths), to bridge the gap between home
and school. The outreach tutor will use evident-based approaches to engage students, such as
graduated exposure, and aim to re-connect students back to school which may include moving the
tutor sessions on to school site.

4. Should attendance not improve in a timely manner, school may refer to the Local Authority School
Support Team who can attend meetings and suggest next steps, which may include a referral through
the Fair Access system to a more bespoke provision.

Students Educated other than at school (EOTAS)

As a school we report, record and monitor the attendance of all students, including those who are
educated off-site.

Using the framework listed above to respond to need, student attendance is closely monitored by
outreach tutors or by an alternative educational provider. For example, those students who access
MAEPS (Moorbridge Alternative Education Partnership School) provision follow the same robust
safeguarding procedures around attendance and use CPOMS to record these. This can be accessed by
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the school at any time by a shared CPOMS account. However, a weekly summary is provided by MAEPS
that is reported to the SEMH SENCo. The responsibility for safeguarding and attendance falls to the
provision that the student is in according to their plan, including follow up reporting to parents/carers.

Leave of absence during term time

Current attendance regulations state that Headteachers may not grant a leave of absence during term-
time unless there are exceptional circumstances. As such, all requests for a leave of absence during
term time will be considered on a case-by-case basis and parents/carers should be aware that they are
unlikely to have their request granted. Holiday requests will be marked down on a student’s attendance
record as an unauthorised absence.

Any parent/carer who would like to request a leave of absence during term time should complete the
form available from the main school office.

The role of the Local Authority

The local authority have an Attendance and Placement Team that works with our school. We have a
named point of contact within the team who can support with queries and advice, and with whom
Targeting Support Meetings will be held. The local authority will work with us and parents/carers to
improve attendance, more formal support including setting up parenting contracts, Education
Supervision orders, and, in some instances, refer to Social Services and/or prosecution through the
Magistrates Court.

STATUTORY
CHILDREN'S SOCIAL
CARE INVOLVEMENT

Where there are

FORMAL safeguarding concerns
SUPPORT and an Education
Supervision Order is not
VOLUNTARY appropriate or has not
SUPPORT Aformal been successful the
parenting / case should be
contract considered for s.17 or
Helping parents to agreed by the 5.47 statutory social care
access services pupil, parent, involvement
of their own * school and/or
accord and/or a local authority
voluntary whole ATTENDANCE
family plan to PROSECUTION
tackle the barriers Progressing to
to attendance a legally \
binding Where all other routes
Education have failed or are not
Supervision deemed appropriate, the
Order in the case should be
Family Court if considered for
there is non- attendance prosecution
engagement in the Magistrates Court
and deemed (or a FPN for irregular
necessary attendance)

Figure 1 - The role of the Local Authority in improving school attendance
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Punctuality

Students should be punctual to school every day. We understand there may be some instances where a
student may arrive late due to circumstances outside their control. Should this be the case,
parents/carers are asked to contact the school.

Students who arrive late to school (after 8.55am), lessons or after lunch will be marked with an L. Tutors
and pastoral teams monitor this weekly and students who are regularly late will be spoken to and issued
with a lunchtime report card or detention if appropriate. Punctuality to lessons is just as important.
Pastoral teams monitor the minutes late that students accumulate, and appropriate action is taken
when this becomes a concern. We also write to notify parents/carers about any concerns in relation to
punctuality and minutes late data is also highlighted on termly progress checks/reports.

Students who are late regularly over a period of time will meet with the Head of Year and parents/carers
will be informed (via a text message in the first instance, then a more formal letter). In some
circumstances students may be kept in at break time or on Tuesday period 5 with The Headteacher.

Children Missing In Education

If a student has an unexplained absence from school for a prolonged period, or fails to return from a
holiday, we will follow our normal procedures for investigating the absence. However, should the
student still not return to school after two weeks, we may refer to the Local Authority’s Attendance and
Placement Service, who have responsibility for investigating children missing in education.

There will be exceptions to CMIE procedures if there is contextual information that we are aware of.

Please see our school CMIE policy for further information.

Please see the Local Authority and DfE websites for any further information:-

School attendance | North Tyneside Council

Working together to improve school attendance - GOV.UK (www.gov.uk)

School attendance: guidance for schools - GOV.UK (www.gov.uk)

Summary of responsibilities where a mental health issue is affecting attendance

Support for pupils where a mental health issue is affecting attendance: effective practice examples

Appendix A
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https://my.northtyneside.gov.uk/category/1121/school-attendance
https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
http://www.gov.uk/
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1136965/Summary_of_responsibilities_where_a_mental_health_issue_is_affecting_attendance.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1134196/Support_for_pupils_where_a_mental_health_issue_is_affecting_attendance_effective_practice_examples.pdf

Key people and contacts

Senior leader in charge of school attendance — Sarah Lackenby

Outreach support tutors -

Emma Rogerson Leanna Hearne

Other key staff:

Report absence (including medical
appointments)

Discuss attendance concerns or would like
help/support

Rachel Slee (Pastoral Administration Assistant)
Main office telephone:
0191 7317070 — option 1

Nina Livings-Prior (Attendance Officer)
Telephone: 0191 7317070

Email: rachel.slee@whitlevbavhighschool.org

Email: nina.livings@whitleybayhighschool.org

It may be in some instances, for example where there is a wellbeing or sensitive reason for an absence,
that parents/carers initially make contact with a student’s form tutor, Head of Year, SEND link worker or
Pastoral Key Worker. To do this parents/carers are advised to call the main office on 0191 731 70 70 and

ask to speak to the relevant person.

Appendix B
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Attendance Ladder
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Your Attendance

4 days off school

9 days off school

e

13 days off school

Il
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We understand and support students who need to be absent for legitimate reasons. t%um



