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1. Aims of this policy 
To create a framework of expectations for staff which will ensure all children and young people feel welcomed, 
and experience equity, understanding, belonging and love at each of our Arthur Terry Learning Partnership 
family of schools.   
To support children and young people to feel safe enough to come to school every day, therefore achieving 
excellent levels of attendance, punctuality, and readiness to learn, so they can fulfil their potential.   
To understand the barriers which impact on school attendance and punctuality. Through curiosity, 
understanding and empathy, use a solution-focussed approach to offer support and interventions based on each 
student’s unique circumstances. 
To help parents and carers understand the importance of good attendance, how the school will support their 
children to attend well, and the actions that school will take when children and young people are absent from 
school.   

2. Key principles  
• Building strong and trusting relationships and knowing our children and families well is key. 

• Good attendance will enable children and young people to thrive. Students who attend school well 
are much more likely to have positive physical and mental health and achieve positive outcomes. 
The impact of good attendance is felt long after children and young people leave school.  

• Improving attendance is everyone’s business. 

• The foundation of securing good attendance is that the school is a calm, orderly, safe, and 
supportive environment.  

• Our schools will be places where all children feel they belong. Children and young people who feel 
a sense of belonging at school are much more likely to attend well.  

• Working together collaboratively with children and families, the Local Authority (LA), and other 
partner organisations is essential to bring about change.  

• Children and young people with medical conditions, and/or SEND, will be made to feel welcome 
and cared for at school and encouraged to play a full role in school life. We will support these 
children when their medical conditions mean they are unable to attend school.  

• Successfully treating the root causes of absence and removing barriers to attendance should be a 
priority for every child. 

• The law entitles every child of compulsory age to an efficient, full-time education suitable to their 
age, aptitude, and any special educational need and/or disability (SEND) they may have.  

• It is the legal responsibility of every parent to make sure their child receives the education they are 
entitled to and attends every day the school is open when possible.  

 
 

3. Working together to improve attendance  
We follow a ‘support first’ model and work together with all partners to: 
Expect 
Aspire to high standards of attendance from all children, young people, parents, and carers and build a culture 
where all can, and want to, be in school and ready to learn by prioritising attendance improvement across the 
school. 
Monitor 
Rigorously use attendance data to identify patterns of poor attendance (at individual and cohort level) as soon 
as possible so all parties can work together to resolve them before they become entrenched. 
Listen and understand 
When a pattern is spotted, discuss with children, young people, parents and carers to listen to and understand 
barriers to attendance and agree how all partners can work together to resolve them. 
Facilitate support 
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Remove barriers in school and help children, young people, parents and carers to access the support they need 
to overcome any barriers outside of school. This might include an early help or whole family plan where absence 
is a symptom of wider issues. 
Formalise support  
Where absence persists and voluntary support is not working or not being engaged with, partners should work 
together to explain the consequences clearly and ensure support is also in place to enable families to respond. 
Depending on the circumstances this may include formalising support through an attendance contract or 
education supervision order. 
Enforce 
Where all other avenues have been exhausted and support is not working or not being engaged with, enforce 
attendance through statutory intervention: a penalty notice in line with the National Framework or prosecution 
to protect children and young people’s right to an education. 
Share 
Share best practice and process with other schools to support further development and learning. 
 

4. Working together to develop the school culture   
The school will identify a senior attendance champion on their senior leadership team, who will set the vision 
and strategically lead the school in developing and maintaining a whole-school culture that promotes the benefit 
of high attendance. They will communicate their approach and required actions, including when legal 
interventions will be used, transparently with parents and carers. Schools will share regular information about 
children and young people’s attendance and absence levels with parents and carers in a way that helps them to 
understand the impact of missing school. All staff are confident in following the systems in place and use 
intentional consistent approaches and language throughout the process and when welcoming children back to 
school. 
The senior attendance champion in school is Mrs Claire Franklin. 
The senior attendance champion is responsible for the strategic approach to attendance at the school and will: 

1. offer a clear vision for improving attendance, setting out clear expectations and processes 
2. oversee the analysis of attendance and absence data, identifying patterns and trends and ensuring that 

this information is used to improve attendance   
3. ensure that key attendance messages are communicated to parents and students 
4. provide data and reports to support the work of the Trust Board. 

 
School will be a safe and supportive place for children and families facing difficulties. We will put strong 
relationships with children, young people, families, and carers at the heart of our school culture. We will show 
understanding and support and work transparently, sharing our concerns with families from an early stage. We 
will use voluntary early help support and referrals for further support when appropriate. Individual needs will 
be considered when implementing this policy, including having regard to the school’s obligations under the 
Equality Act 2010 and the UN Convention on the Rights of the Child.   
We will use the expertise of relevant staff, including Designated Safeguarding Leads (DSLs), Designated Teachers 
(DTs) and Special Educational Needs and Disabilities Coordinator’s (SENDCos) to support vulnerable students to 
maintain their education and attendance, including when children and young people receive all or some of their 
education elsewhere. We will help children and young people returning to school after a period of absence to 
reintegrate. 
School will use effective systems to electronically record admission and attendance registers and will regularly 
monitor, review, and analyse attendance and absence data to identify children, young people or cohorts that 

require attendance support and to set targets for the future. Schools will have a good understanding of the 

children at risk of severe or persistent absence, and the support in place for those children and families, taking 
a multi-agency approach where relevant. Patterns and trends will be identified and explored using available 
current and historical data. Each school will have robust daily processes to follow up absence, investigate 
unexplained or unjustified absence, applying sanctions when appropriate.  
 
School will engage in the mandatory sharing of attendance data with the DfE through the identified secure 
portal. More information available at: Share your daily school attendance data - GOV.UK (www.gov.uk).  

https://www.gov.uk/guidance/share-your-daily-school-attendance-data
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We will observe and fulfil the responsibilities set out in guidance issued by the Department for Education: 
Summary table of responsibilities for school attendance (applies from 19 August 2024) 
(publishing.service.gov.uk) to the extent not covered in this policy. 

 
West Coventry Academy reward good and improved attendance in a variety of ways including, but not limited 
to; 
Rewards points 
Certificates 
Tutor group rewards 
Headteacher awards 
Competitions for 100% attendance over a 2/3 week period – with voucher prizes 
Feel Good Friday treats 
Congratulations emails and letters to parents 
 
 
 

5. Working together with children, young people, parents and carers   
Children and young people’s wellbeing and attendance at school is essential to see them reach their potential 
and develop into valued members of their community as they go through life. It is vital that the communication 
between school and home is strong, and that any concerns around attendance are discussed as early as possible 
so that support can be explored and provided.  
Parents and carers have a responsibility to ensure their children attend school every day that school is open, 
where possible. School attendance should be promoted at home. They should ensure that their children arrive 
on time, in the correct uniform, and with the necessary equipment. Whenever possible, absence should be 
avoided. Children should not be taken out of school for holidays during term time.  
To achieve this, it is important that we recognise generational patterns of beliefs and behaviours around 
attendance. We will work to educate children, young people, and their families so that they understand the 
importance of being in school every day that it is open, when possible. That way everyone can work together to 
achieve this. 
Children and young people have a responsibility to attend school regularly and on time, be punctual to all 
lessons, follow the correct procedures if they arrive to school late, and speak to a trusted adult at school about 
any worries or barriers to attending school. 
If children or young people are unable to attend school, parents and carers should follow the school processes 
(see section 10 below) to report this.  
Parents and carers should let school know of anything that may impact their child’s life in school, including their 
attendance as soon as possible. Any change of circumstances, such as address should be shared as soon as this 
is proposed. 
Parents and carers should observe and fulfil the responsibilities set out in guidance issued by the Department 
for Education: Summary table of responsibilities for school attendance (applies from 19 August 2024) 
(publishing.service.gov.uk) to the extent not covered in this policy.  
 

6. Working together with others   
To ensure attendance remains in constant focus, and effective whole school approaches are in place, the 
Partnership, led by the Trust Board will set high expectations of all leaders, staff, students, parents and carers. 
Leaders across the Partnership, including the director of education, strategic leads, trust data manager and trust 
vulnerable children lead, will analyse data to identify and monitor attendance patterns across all ATLP schools 
to identify common issues and barriers and share effective practice between schools. 
The Board of Trustees should take an active role in improving attendance by setting high expectations and 
promoting the importance of good attendance across the ATLP schools’ ethos and policies. They should ensure 
that school leaders fulfil the Trust’s expectations and statutory duties and that all staff receive adequate training 
on attendance. They will delegate the School Improvement Scrutiny Committee as responsible for the regular 
review of attendance data and commentary, discussion and challenge of trends. This review will include a 

https://assets.publishing.service.gov.uk/media/65e8ae343649a2001aed63aa/Summary_table_of_responsibilities_for_school_attendance__applies_from_19_August_2024_.pdf
https://assets.publishing.service.gov.uk/media/65e8ae343649a2001aed63aa/Summary_table_of_responsibilities_for_school_attendance__applies_from_19_August_2024_.pdf
https://assets.publishing.service.gov.uk/media/65e8ae343649a2001aed63aa/Summary_table_of_responsibilities_for_school_attendance__applies_from_19_August_2024_.pdf
https://assets.publishing.service.gov.uk/media/65e8ae343649a2001aed63aa/Summary_table_of_responsibilities_for_school_attendance__applies_from_19_August_2024_.pdf
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benchmarking of schools to other schools in the Trust, the local authority and nationally, as well as a focus on 
any particular cohorts who have poor attendance or face particular barriers to attending well. Trust leaders will 
encourage schools to share identified best practice, and help school leaders focus improvement efforts on the 
individual children and young people, or cohorts who need it most. When it is needed, trust leaders will put in 
place a comprehensive action plan to improve attendance in particular schools, with at least termly review 
meetings to evaluate their progress.  
The school attendance champion will monitor attendance levels and the effectiveness of this policy, providing 
the Trust Board with information about the attendance and non-attendance of children and young people as is 
required. They will ensure that all legislation and guidance are complied with and reflected in the school’s 
policies and procedures, including the statutory attendance guidance issued by the Department for Education, 
Working together to improve school attendance  , and this policy.  
We will work with our school advocates in their role, to further promote this policy and the development of the 
whole school culture, high expectations and high levels of support. 
School will work with the local authority school attendance support team, attending targeted support meetings 
to discuss multi-agency support and planning.    
We will have in place appropriate safeguarding responses for children who are at risk of missing education, 
having regard to the statutory guidance Keeping Children Safe in Education (please refer to our Child Protection 
policy – WCA-24-ATLP-Safeguarding-and-child-protection-policy.pdf 
If children and young people have a social worker and/or youth offending team worker, school will inform them 
of any unexpected absences from school, or any patterns of poor or erratic attendance.  
Effective practice and processes should be shared with other ATLP and local schools to facilitate shared learning 
and development.  

7. Children and young people with mental or physical ill health or special 
educational needs and/or disabilities 

Many children and young people will experience normal but difficult emotions about attending school. These 
children and young people are still expected to attend regularly. In many cases attending school will help, while 
staying away from school will make the problem worse. Schools are critical in the role of clearly communicating 
the expectations of children and young people attending school to parents and carers, to work alongside families 
to understand and support children and young people to successfully attend school, often then avoiding barriers 
to attendance from developing. 
Some children and young people face significantly complex barriers to attendance, such as long-term physical 
or mental health conditions, or they may have special educational needs and disabilities (SEND). The ambition 
for their attendance, and right to an education remains the same. They may need additional support to help 
them to attend school regularly.   
Schools are not expected to diagnose or treat physical or mental health conditions, but they are expected to 
work with parents and carers and other agencies with the aim of ensuring regular attendance. They should 
consider adjustments to practice and policies as well as formal reasonable adjustments under section 20 of the 
Equality Act 2010 where a child or young person has a disability. 
In developing this support schools will seek to: 

• understand the individual needs of the child or young person and their family 

• work together with the child or young person, their family, the local authority, and other partner 
organisations where additional support is required 

• support their senior mental health lead to develop their whole school mental health awareness, 
support and approach 

• remove wider in school barriers where possible, having consideration of reasonable adjustments, 
where relevant  

• regularly review any support, interventions, and adjustments to ensure they are effective 

• have consideration to the relevant linked policies listed at the beginning of this policy.  
 

https://assets.publishing.service.gov.uk/media/65f1b048133c22b8eecd38f7/Working_together_to_improve_school_attendance__applies_from_19_August_2024_.pdf
https://westcoventry.atlp.org.uk/files/2024/09/WCA-24-ATLP-Safeguarding-and-child-protection-policy.pdf
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8. Registration  
All children and young people, regardless of the circumstances around their arrival at school will 
be met with a warm welcome and know that staff at school are happy that they have arrived. 

The school maintains an electronic attendance register and uses this to record each child or young 
person’s attendance at the start of the school day and again in the afternoon. 

Children must attend on time to be given a present mark for the session.   

• All students are expected in school and ready to learn by 8.30am. The formal school day 

starts at 8.40am. 

• Children arriving after 8.45am will be late for school and must register with the member of 

staff on the student entrance gate.  After 9.00am students must sign in at reception. 

• School registration will close at 9.15am 

 

Children and young people who arrive after the register started being taken but before the 
register is closed (a maximum period of 30 minutes) will be marked as late. When children and 
young people arrive after the end of a registration session, the process set out at section 9 applies. 

The register is marked using the national attendance and absence codes. An updated list can be 
found in the Department for Education’s guidance on attendance - Working together to improve 
school attendance (applies from 19 August 2024) (publishing.service.gov.uk)  

When a child or young person attends a registration session but does not attend subsequent 
lessons, schools shall treat this as a truancy in line with their behaviour policy and engage parents 
when necessary. They should seek to understand the reasons behind these actions and offer 
support to address any barriers to attending lessons.  

 

9. Late arrival  
If a child or young person arrives at school after 9.00am, they must immediately go to the school 
office to sign in and give a reason for lateness. School will seek to understand the reasons behind 
the lateness and offer support to address barriers to arriving at school on time. In the absence of a 
satisfactory explanation for being late, this will be marked as an unauthorised absence.  

Persistent lateness will be explored with curiosity and a desire to understand and support. It may 
be treated as a disciplinary matter and will be dealt with in line with the behaviour policy.   

10 Reasons for absence and how to report or request authorisation  
Authorised absence - absence will only be authorised where the school has given approval in 
advance for a child or young person to not be in attendance or has accepted an explanation 
offered afterwards as justification for the absence. Only the school can authorise absence.  

Unauthorised absence – absence will be marked as unauthorised where the school is not satisfied 
with the reasons given for the absence.  

https://assets.publishing.service.gov.uk/media/65f1b048133c22b8eecd38f7/Working_together_to_improve_school_attendance__applies_from_19_August_2024_.pdf
https://assets.publishing.service.gov.uk/media/65f1b048133c22b8eecd38f7/Working_together_to_improve_school_attendance__applies_from_19_August_2024_.pdf
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Reporting absence from the school 

If a child is absent from school parents should contact the school on each day of absence by 8.30am 
to inform the school of the reason for absence. 

Please email wcastudentabsence@westcoventryacademy.org with your child’s name and tutor group, 

reason for absence, your name and relation to child. 

 

If the pupil has a social worker or a youth offending worker, they will be notified of any absences with 
no reason provided  
 
It is imperative that up-to-date contact numbers and details are provided to school. 
 
Schools are required to hold more than one emergency contact per child (KCSIE 2024) Emergency 
contact numbers should be provided and updated by the parent with whom the pupil normally 
resides. 

Parents are expected to contact the school on the morning of each day of absence.   

• Schools are not expected to routinely request that parents or carers provide medical evidence to 
support illness absences. Schools should only request reasonable medical evidence in cases where they 
need clarification to accurately record absence in the attendance register – i.e. making a decision that 
code I is the absence code that accurately describes the reason the child or young person is not in school 
for the session in question. In the majority of cases a parent or carers notification that their child is too 
ill to attend school will be that evidence and can be accepted without question or concern. Only where 
the school has genuine and reasonable doubt about the authenticity of the illness should medical 
evidence be requested to support the absence. Schools may liaise with representatives at their local 
authority regarding evidence requests as required under the local offer.   

• When medical evidence is deemed necessary, school should not be rigid about the form of evidence 
requested and should speak to the family about what evidence is available. Schools should be mindful 
that requesting additional medical evidence unnecessarily places pressure on health professionals, 
their staff and their appointment system, particularly if the illness is one that does not require 
treatment by a health professional. When a parent or carer cannot provide evidence in the form 
requested but can provide other evidence, schools should take this into account. When a parent or 
carer cannot provide any written evidence, the school should have a conversation with the parent or 
carer and student, if appropriate, which may in itself serve as the necessary evidence to record the 
absence. 

Appointments 

• Medical, dental and other essential appointments for a student should take place outside of 
school hours when this is reasonably possible.  

• When an appointment must take place during school time, the student should attend school 
for as much of the day as possible and as much prior notice as possible should be given to the 
child’s Pastoral Leader.  

• For the time absent from school to be marked as an authorised, confirmation of the 
appointment by way of an appointment card or letter must be provided.   

 

mailto:wcastudentabsence@westcoventryacademy.org
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Leave of absence (including holidays during term time) 

Schools can grant a leave of absence when a child or young person needs to be absent from school 
with permission. Schools are expected to restrict leaves of absence to the specific circumstances set 
out in regulation 11 of the School Attendance (Pupil Registration) (England) Regulations 2024.  

• Parents and carers should make every effort to avoid taking children and young people out of 
education for holidays or other extended leave during term time. The school can only 
authorise a leave of absence during term time where there are exceptional circumstances.   

• Generally, the need or desire for a holiday or other absence for the purpose of leisure and 
recreation is not considered to be exceptional circumstances.   

• To request a leave of absence, parents or carers must make the request in advance and in 
writing addressed to the headteacher and, wherever possible, at least 4 school weeks ahead 
of the planned leave. Parents must email:  info@westcoventryacademy.org addressed FAO 
The Headteacher. 

• When a leave of absence is requested as above, the Head Teacher will consider the specific 
facts and circumstances relating to the request. The decision:  

• will be confirmed in writing 

• is solely at the headteacher’s discretion and 

• is final.  
 

When permission is granted, the headteacher will confirm the number of days and dates of 
absence which are authorised.  

If permission is not granted and parents or carers proceed to take their child out of school, the absence 
will be marked as unauthorised. Parents may be issued with a penalty notice or be subject to 
prosecution by the local authority (see section 11 below).  

Religious observance 

We recognise that children and young people of certain faiths may need to participate in days of 
religious observance. Where a day of religious observance: 

• falls during school time and  

• has been exclusively set apart for religious observance by the religious body to which the 
child or young person belongs, the absence from the school will be authorised.  

 
We ask that parents/carers notify the school by writing to the Pastoral Leader or Attendance office in 
advance where absence is required due to religious observance.  

 

Mobile Children  
The School Attendance (Pupil Registration) (England) Regulations 2024 and the Working together to 
improve school attendance guidance use the term ‘mobile child’ to describe a child of compulsory 
school age who has no fixed abode and whose parent is engaged in a trade or business that requires 
them to move from place to place. This is a new term but covers the same children as section 444(6) 
of the Education Act 1996. 

mailto:info@westcoventryacademy.org
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No fixed abode’ means that someone either does not have a settled place where they can live full-

time, or they have a place where they can live full-time but they spend substantial periods of time not 

living there. So a mobile child could be a child whose family travels all year round as part of their trade 

or business and has no permanent address at all, but it also includes a child who does have a fixed 

place to live (like a house) but does not live there for a substantial part of the year, if their parent is 

engaged in a trade or business that requires them to travel from place to place. If the child is absent 

from school while travelling with that parent, then code T applies.  

 

 

11. Addressing poor attendance and punctuality  
The school will use data to target attendance improvement efforts to students or groups of 
students who need it most. In doing so, the school, led by the senior attendance champion, will: 

• communicate their concerns clearly and transparently with parents and carers 

• seek to listen and understand the barriers to attendance, always offering support, 
early intervention and early help planning 

• hold regular meetings with the parents or carers of children and young people who the 
school and/or local authority consider to be vulnerable 

• monitor and analyse weekly attendance patterns, proactively using data to identify 
students at risk of poor attendance 

• provide regular attendance reports to class teachers and relevant leaders 

• consider attendance and punctuality of individual students, cohorts and year groups to 
help school to achieve their responsibilities under the Public Sector Equality Duty 

• identify students who need support from wider partners as soon as possible and 
deliver this support in a targeted manner 

• conduct thorough analysis of half-termly, termly, and fully year data to identify 
patterns and trends and contribute analysis of identified trends to the School 
Improvement Scrutiny Committee 

• use this analysis to devise specific strategies to address areas of poor attendance, 
including for specific groups of students 

• benchmark school attendance data at each level against local, regional and national 
levels 

• monitor the impact of school strategies and actions to improve attendance on 
particular students and particular groups of students  
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• consider penalty notices and other legal interventions when the national threshold is 
met and discuss targeted support and potential interventions with the local authority 
in their Targeted Support Meetings. 

The school’s procedures for managing unexplained absences can be found in Appendix 1 and 
Appendix 2. 

Absence will be classed as persistent where it falls below 90% across the academic year. Absence 
at this level is very likely to hinder educational prospects and we expect full parental co-operation 
and support to urgently address these cases.  

In very exceptional circumstances, should a student’s individual needs necessitate a temporary 
part-time timetable (e.g. when a medical condition prevents a student from attending full-time 
education, and a part-time timetable is considered as part of a re-integration package), formal 
arrangements including regular review and a time limit shall be made between the child or young 
person, their parents or carers and the school. Any request for a part-time timetable should be 
made to the headteacher/head of school. In agreeing to a part-time timetable, a school has agreed 
to a pupil being absent from school for part of the week or day and therefore must treat absence 
as authorised. A part-time timetable shall never be used to manage a student’s behaviour.   

When considering the range of legal interventions available, schools and LAs should decide which are the most 
appropriate to use. It should be clear that it is the most appropriate intervention to change parental behaviour.  
Safeguarding responsibilities should always be considered.   

The range of potential formal interventions include:  

• An attendance contract – this is not legally binding, cannot be forced upon a parent/carer and cannot 
be put in place without them. It should be supportive not punitive, but a more formal process to work 
with a family. This should be explored before an Education Supervision Order or Prosecution but is not 
mandatory to use. 

• Education Supervision Order (ESO) – this is a formal legal intervention without criminal prosecution. 
All voluntary support options should have been exhausted and all parties considering this line of action 
should believe that the order will benefit the child and parent or carer. If safeguarding concerns present 
always discuss with DSL and children's services, the benefit of ESO in comparison with children in need 
(s17) or child protection (s47) intervention. LA's must consider ESO before moving forward with 
prosecution. The ESO will be processed in a family or high court rather than magistrate’s court. An ESO 
gives the LA a formal role in advising, helping, and directing. An initial order is for 1 year but can be 
extended by 3 months at a time, up to 3 years. An LA officer can be named as the supervisor of the 
order and should work with schools who should support the order. If parents or carers do not comply 
with an ESO they can be prosecuted in the magistrate’s court for persistent non-compliance and can be 
fined up to £1,000. 

• Prosecution - If a child of compulsory school age doesn't attend school regularly the parents may be 
guilty of an offense and can be prosecuted by the LA. Prosecution in magistrates court should be used 
as a last resort. Only the LA can do this. They must have considered all other methods of improving 
attendance, both support, informal and formal methods. Prosecution cases must be set before the 
court within 6 months of the alleged offence. The parent should always have formal written notice, 
explaining the process and potential consequences. The court can impose a Parenting Order following 
a conviction, breach of the order could lead to a fine of £1,000.  
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Penalty notices may be issued as an alternative to prosecution: 

• The new national absence threshold from August 2024 is 10 sessions (5 school days) in a 
rolling period of 10 school weeks. 

• Schools should not have a blanket approach to penalty notices, either to issue or not to 
issue. 

• Penalty notices should only be used where it is deemed likely to change parental 
behaviour and support to secure regular attendance has been unsuccessful.  

• Penalty notices can only be issued by headteacher/head of school (or person delegated by 
them if they are not in school), LA officer, or police. 

• Penalty notices can also be used if a parent allows a child to be present in a public space 
during school hours, within the first 5 days of an exclusion (schools must have informed 
parents of the days that the child cannot be present in a public space during school hours). 
This is considered separately to other processes as not included in the new National 
Framework.  

• School must consider whether a penalty notice is appropriate in every case where a child 
reaches the national threshold. 

• At the point of reaching the threshold schools must record specific considerations and 
rationale for their decision.  

• Considerations when a child or young person meets national threshold for absence: 

• Could the school offer support or increase its support to the child and family to 
address the barriers to attendance? 

• Is a penalty notice the best tool to improve attendance? 

• Would a Notice to Improve (a 20-day warning period) be appropriate? 

• Should the school use another legal intervention? 

• Has the school made all reasonable adjustments under the Equality Act 2010 to 
facilitate attendance? 

If having considered all the above the school concludes that they have tried to support the child and family and 
seen no improvement, then a penalty notice should be requested. 

 Penalty notices impact and timescales: 

• Only 2 penalty notices can be issued to the same parent in a 3-year rolling period.  

• The first penalty notice is £160 if paid within 28 days. If paid within 21 days, it is reduced 
to £80. 

• The second penalty notice is £160 if paid within 28 days, with no further reduced rate.  

• If the child or young person’s absence reached threshold for a third time an alternate legal 
intervention may need to be considered as another penalty notice cannot be issued. 



13 
 

 
 

• After 28 days the LA must decide if not paid whether to prosecute or withdraw the notice. 

• There is no right of appeal against a penalty notice. 

• Any LA revenue should be ringfenced for attendance administration and support. 

Unauthorised leave in term time 

• The national threshold remains the same as general unauthorised absence, however, if in 
an individual case the LA believes a penalty notice would be appropriate, they retain the 
discretion to issue a penalty notice before the threshold is met. 

• All unauthorised leave in term time that meets the national threshold should be discussed 
with the LA and considered for a penalty notice. If a school decide not to issue when the 
threshold has been met, it may be that they should consider recording the absence as 
authorised. 

  

12. Remote attendance  
Remote education should not be viewed as an equal alternative to attendance in school. Schools will consider it 
only as a last resort, in exceptional circumstances and for limited periods of time, and on a case-by-case basis. 
These circumstances may include but are not limited to: 

 

• occasions when school leaders decide that it is not possible for the school to open safely, or 
that opening would contradict guidance from local or central government 

• occasions when individual students, for a limited duration, are unable to physically attend their 
school but are able to continue learning, for example pupils with an infectious illness, pupils 
preparing for or recovering from some operations, or pupils recovering from injuries where 
attendance might inhibit recovery. 

In these exceptional circumstances there will be consultation with relevant parties and schools will take 
reasonable steps to facilitate remote education as soon as it is practicable, in proportion to the length of absence 
and disruption to the affected student’s learning. Reasonable adjustments will be made to ensure that all 
students have access to the resources needed for effective remote learning, this will include using the school 
provided iPads. Remote education in these instances may include recorded or live direct teaching, as well as 
time for students to complete tasks and assignments independently. For longer periods, parties should reference 
the ATLP Supporting Students with Medical Conditions Policy. 
 

The school will keep parents and carers, and students informed of any changes to the remote 
learning arrangements or the schoolwork set. Students who are unwell are not expected to 
engage in remote learning until they are well enough to do so.  

For the purpose of providing remote learning, the school may make use of:  

• iPads and associated online learning portals 

• work booklets  

• emails  

• past and mock exam papers  

• educational websites  

• reading tasks  

• live webinars  
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• pre-recorded video or audio lessons  
 

Any video conferencing shall take place only using ATLP approved software: Microsoft Teams, Zoom & Showbie. 

The ATLP recognises that some children and young people with SEND may not be able to access 
remote education without adult support. The individual school shall work collaboratively with 
families and carers and put in place reasonable adjustments so that children and young people with 
SEND can successfully access remote education when required. Teaching staff will liaise with the 
SENDCO and other relevant members of staff to ensure that all students remain fully supported for 
the duration of the remote learning period. 

The school will identify ‘vulnerable’ students (students who are deemed to be vulnerable or are at 
risk of harm) via risk assessment prior to the period of remote learning. The school will arrange for 
regular contact to be made with vulnerable students, prior to the period of remote learning. The 
DSL will arrange for regular contact with vulnerable students as deemed appropriate. All contact 
with vulnerable students will be recorded and suitably stored in line with the Safeguarding and Child 
Protection Policy. The DSL will keep in contact with vulnerable students’ social workers, youth 
offending team workers, or other care professionals during the period of remote working, as 
required. 

One-to-one sessions with video shall not normally be permitted. However, when this is required 
e.g. for younger children/ primary school children and having sight of a student for safeguarding 
reasons, staff and students shall have regard for the provisions noted in the ATLP E-safety policy. 
One-to-one sessions shall be conducted during school hours, and from school premises unless 
authorised in exceptional circumstances by headteachers. The school will not contribute to any 
household expenses incurred while students learn remotely, e.g. heating, lighting, council tax, paper 
or printing costs. 

Students are accountable for the completion of their own schoolwork – teaching staff will only 
contact parents or carers via email if there are any significant concerns about the quality of or 
completion of any work. Work that cannot be completed for genuine reasons will be completed 
when the student returns to school.  
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Appendix 1 - Procedures for Managing Unexplained Absence  

Tutor mark registers by 9.15am 
and record pupils as present or 

absent. 
 

Attendance Team take voicemails and 
reasons for absence and add to pupil 

register using relevant code and adding 
comment 

Students arriving late will sing in at 
Reception. Late marks will be 

automatically added onto the school 
register: ( L code between 8.45 and  

9.15am, U code after 9.15am) 

By 11am a list of pupils of absent today with no reason known/ no contact made is 
produced by Attendance Team. 

 

Absence email/text sent to all 
pupils who are absent with no 

reason provided.  

Telephone call/home visits made to 
pupils who are on 3rd day of 

consecutive absence where there 
has been no update. 

Social Worker (where 
applicable) notified of absence. 

Follow up action as assessed by Attendance Team/DSL 
Contact other emergency contacts  

School staff undertake visit  
Referral to CSAWS attendance and Welfare Officer 

Request Police Safe and Well Check   
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Appendix 2 -  Escalation Staged Approach 
Monitoring Attendance (KS3 and KS4) – Target for all students is 95% or above 
 
In line with the new Working Together to Improve Attendance 2024 Guidance, students’ attendance 
will be regularly reviewed, and the following actions could take place. 
(Students who are categorised as vulnerable and have attendance concerns will be targeted first, at 
all stages.) 
 
At West Coventry Academy, pupils’ attendance is a partnership between school, parent and student. 
We strive to ensure that all students feel a sense of belonging at our school. We work hard to ensure 
that any support required, both for the student and the family, is accessible to ensure each and 
every student achieves to the best of their ability.  
 
West Coventry Academy work closely with Central School Attendance and Welfare Service Ltd 
(CSAWS.)   CSAWS assist with the legal monitoring processes associated with school attendance and 
the home visiting of pupils who are absent. The Stages below work as a guide only. 
 
 
 

 
Stage 1 Attendance Concern (Below 95%) 

Stage 1 may be initiated if a student’s attendance is below 95% or they have unauthorised absences. 
 

STAGE 1a 

• Communication with student and parents/carers about attendance concerns. This could be 
in the form of Attendance Letter A, telephone conversation or a face to face conversation.  

• Tutor/Pastoral Leader/Attendance Officer/Trusted adult will explore the reasons for absence 
and offer any support that may be required. 

• Home visits may be carried out by WCA staff or CSAWS to ensure that the child is safe and 
well. 

 
STAGE 1b 

• If no improvement in attendance is made following Letter A being received, parents/carers 
will receive Attendance Letter B and invited for an Informal School Attendance Meeting 
where an Action Plan will be agreed  

• Discussions around Early Help or other external support services will be discussed. 

• Medical verification may be requested for any illness absence. 

• Home visits may be carried out by WCA staff or CSAWS to ensure that the child is safe and 
well. 
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Stage 2 Attendance Concern 

Stage 2 may be initiated if attendance has not improved following Stage 1 interventions, or 
parent/carer have not attended Informal School Attendance Meeting  

 

• If there is inadequate/no improvement in attendance, parent/carer will receive Attendance 
Letter C and will be invited to an Attendance Improvement Plan meeting with school staff 
and external agencies. The case will be discussed with the Local Authority. 

• An Attendance Improvement Plan will be agreed. 

• Parents/Carers may receive a ‘Notice to Improve’ period of 20 days from the Local Authority, 
which could lead to a Fixed Penalty Notice or an Attendance Contract  

• Home visits may be carried out by WCA staff or CSAWS to ensure that the child is safe and 
well. 

• Attendance Officer will coordinate any support that may be required 

• A referral to the schools Family Support Worker may be made 

• External referrals to relevant agencies may be made 

• Medical verification may be requested for any illness absence 

• A referral to ESNAAP (Extended School’s Non Attendance Advisory Panel) may be made. 
 

  
 
 

 
Stage 3 Attendance Concern  

Stage 3 may be initiated if attendance has not improved following Stage 1 and 2 interventions 
 

• Parents/Carers may be invited to a Team Around the Family Meeting  

• If there is further unauthorised absence during the ‘Notice to Improve’ period, parents/carers 

may receive a Fixed Penalty Notice - £80 per parent per child if paid within 21 days. £160 per 

parent per child if paid on days 21-28.  

• Parents/Carers may receive Attendance Letter D from the Local Authority. 

• Parents/Carers may be invited to a meeting with the school and the Local Authority to complete 

an Attendance Contract  

• Parents who fail to secure their child’s regular attendance at school, could result in prosecution 

under section 444(1/1A) of the Education Act 1996 

 

 


