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Farney Close School acknowledges its duty of care to safeguard, protect and promote the
welfare of children and is committed to ensuring safeguarding practice reflects statutory
responsibilities, government guidance and complies with best practice. This knowledge has
informed the writing of this policy.



1. Aims

Our school aims to meet its obligations with regards to school attendance by:
* Promoting good afttendance and reducing absence, including persistent absence
» Ensuring every pupil has access to full-time education to which they are entitled
+ Acting early to address patterns of absence

We will also support parents to perform their legal duty to ensure their children of compulsory
school age attend regularly and will promote and support punctuality in attending lessons.

We strongly believe that for young people to work towards meeting their full potential, it is
vital that they have a well-ordered and stable environment. We feel that this is best
achieved through a consistent approach when working with the young people,
accomplished through routines, repetition and reinforcement, and opportunities to review
and learn from situations. For this to happen, it means that young people at the school are
given choices through which they learn to develop responsibility and independence skills.
For us to achieve all this it is vital that children’s attendance is high else they will not receive
the academic and social learning to help them achieve their potential.

For a child to reach their full educational potential we expect all pupils to have 100%
aftendance. Every opportunity will be used to convey to pupils and their parents or carers
the importance of regular and punctual attendance.

The foundation for good attendance is a strong partnership between the school, parents
and the child.

2. Legislation and guidance

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
aftendance parental responsibility measures. These documents are drawn from the
following legislation setting out the legal powers and duties that govern school attendance:

+ The Education Act 1996

+ The Education Act 2002

- The Education and Inspections Act 2006

+ The Education (Pupil Registration) (England) Regulations 2006

« The Education (Pupil Registration) (England) (Amendment) Regulations 2010 -
The Education (Pupil Registration) (England) (Amendment) Regulations 2011

+ The Education (Pupil Registration) (England) (Amendment) Regulations 2013

« The Education (Pupil Registration) (England) (Amendment) Regulations 2016

+ The Education (Penalty Noftices) (England) (Amendment) Regulations 2013

This policy also refers to the DfE's guidance on the school census, which explains the
persistent absence threshold.
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3. School procedures
3.1 Reporting absence

It is the parent/carer responsibility to inform the school on each day of pupil’s absence by
phoning the main school humber 01444 881811 between 8am and 2am each morning,
ensuring they speak to someone and not just leaving a message. They also need to explain
why their child will be absent from school.

3.2 Aftendance register

The attendance register, which must have all pupils on it, will be taken at the start of every
lesson. Tutor times (am and pm) are where attendance percentages are taken from. Each
lesson will mark whether every pupil is:

+ Present

+ Aftending an approved off-site educational activity

« Authorised Absent

+ Unauthorised Absent

+ Unable to attend due to exceptional circumstances

* In school but not in lesson, for example unwell on House, in a meeting or therapy.
See appendix 1 for the DfE attendance codes.

Every entry in the attendance register will be preserved for 3 years after the date on which
the entry was made.

The attendance is recorded on the schools Management Information System (iSams) by
teachers at the start of every lesson.

3.3 Unplanned absence

Parents must notify the school on the first day of an unplanned absence - for example, if
their child is unable to attend due to ill health — as soon as practically possible (see also
section 6). They must phone the school and inform the Receptionist or a member of the
Senior Leadership Team of the reason why their child is unable to attend school

Absence due to iliness will be authorised unless the school has a genuine concern about
the authenticity of the iliness.

If the authenticity of the illness is in doubt, the school may ask parents 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 schoolis not satisfied about the authenticity of the iliness, the absence will be recorded
as unauthorised, and parents will be notified of this in advance.

3.4 Medical or dental appointments

Missing registration for a medical or dental appointment is counted as an authorised
absence; advance notice is required for authorising these absences. Notification should be
sent to the Referral and Inclusion Officer via referrals@farneyclose.co.uk.
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However, we encourage parents to make medical and dental appointments out of school
hours where possible. Where this is not possible, the pupil should be out of school for the
minimum amount of fime necessary.

Applications for other types of absence in term time must also be made in advance to the
Principal or the Referrals and Inclusion Officer. Information relating to whether the school
can authorise such absences can be found in section 4.

Holidays taken in term time will be unauthorised and may impose a fixed penalty.

3.5 Lateness and punctuality

A pupil who arrives late but before the register has closed will be marked as late, using the
appropriate code.

A pupil who arrives after the register has closed will be marked as absent, using the
appropriate code.

3.6 Following up absence

The school will follow up any absences to ascertain the reason, ensure proper safeguarding
action is taken where necessary, identify whether the absence is approved or not and
identify the correct attendance code to use.

3.7 Reporting to parents/carers

Parents/Carers will be formally nofified of their child’s attendance at the end of each term
as part of their termly report.

4. Authorised and unauthorised absence
4.1 Granting approval for term-time absence

The Principal cannot grant any leave of absence to pupils during term time unless they
consider there to be 'exceptional circumstances'.

The school considers each application for term-time absence individually, taking into
account the specific facts, circumstances and relevant context behind the request. A leave
of absence is granted entirely at the Principal’s discretion.

Valid reasons for authorised absence include:

+ lliness and medical/dental appointments — as explained in sections 3.2 and 3.3

» 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
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purposes and has agreed this with the school but it is not known whether the pupil is
attending educational provision

4.2 Legal sanctions

Schools can fine parents for the unauthorised absence of their child from school, where the
child is of compulsory school age.

If issued with a penalty notice, parents must pay £60 within 21 days or £120 within 28 days.
The payment must be made directly to the local authority.

The decision on whether or not to issue a penalty notice ultimately rests with the Principal,
following the local authority’s code of conduct forissuing penalty notices. This may take into
account:

« A number of unauthorised absences occurring within a rolling academic year

+ One-off instances of iregular attendance, such as holidays taken in term time without
permission

+ Where an excluded pupil is found in a public place during school hours without a
justifiable reason

If the payment has not been made after 28 days, the local authority can decide whether
to prosecute the parent or withdraw the notice.

5. Strategies for promoting attendance

Farney Close will actively work with parents / carers to ensure that their child has good
aftendance at school. Due to the distance involved with the children attending our school
we will offer a variety of support strategies such as letters identifying attendance figures and
sharing expectations, phone contact, home visits (dependent on distance), liaising with the
relevant professions that support that family, meetings at school or at the LEA offices.

Termly congratulation post cards are sent to the homes of all pupils that meet or exceed
95% attendance.

6. Attendance monitoring
The Referrals and Inclusion Officer monitors pupil albsence on a daily basis.

Parents / carers are expected to call the school in the morning if their child is going to be
absent due toill health (see section 3.2).

Weekly attendance and referrals meetings take place between the Referrals and Inclusion
Officer, the School social worker and members of the School Leadership feam. All children
and young people whose attendance falls below 90% are discussed and action agreed.

The Referrals and Inclusion Officer and/or the child’s Link Worker keep in regular contact
with the family of the absent pupil. We will consider involving the pupil entfittement team
from West Sussex in attendance does not improve and there is no relevant reason for them
to be absent. The school’s first referral goes to West Sussex as this is where the school is
situated even if the child’s home is in a different Local Authority.
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The persistent absence threshold is 10%. If a pupil's individual overall absence rate is greater
than or equal to 10%, the pupil will be classified as a persistent absentee. The Referrals and
Inclusion Office will send out letters to parents and carers if attendance falls below 90% with
a copy sent to the pupils local authority to keep them informed.

Pupil absence data is collected each term. Individuals attendance is tracked and where
concern is highlighted the relevant intervention and support is put in place to support their
aftendance in increasing.

We have a duty to report non attendance to Pupil Entfittement.

Our pupils are rarely, if ever, classed as CME, but absences would be reported to Pupil
Entitlement Investigation - Pupil Entitlement | West Sussex Services for Schools

7. Roles and responsibilities
7.1 The Governing Board

The governing board is responsible for monitoring attendance figures for the whole school
on at least a termly basis. It also holds the Principal to account for the implementation of
this policy.

7.2 The Principal

The Principal is responsible for ensuring this policy is implemented consistently across the
school, and for monitoring school-level absence data and reporting it to governors.

The Principal also supports other staff in monitoring the attendance of individual pupils and
issues fixed-penalty notices, where necessary.

7.3 Attendance monitoring
The Referrals and Inclusion Officer:
* Monitors attendance data at the school and individual pupil level
» Reports concerns about attendance to the Principal
« Works with Education Welfare Officers to tackle persistent absence
+ Arranges calls and meetings with parents to discuss attendance issues

« Advises the Principal when to issue warning letters

7.4 Form tutors

Form tutors are responsible for recording attendance on a twice daily basis, using the
correct codes, and submitting this information to the school office via the schools
Management Information System.
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7.5 School’s Receptionist

The School’'s Receptionist is expected to take calls from parents about absence and record
it on the school system.

8. Monitoring arrangements
This policy will be reviewed annually by the Principal. At every review, the policy will be
shared with the governing board.

9. Links with other policies

This policy is linked to our Child Protection and Safeguarding Policy

Appendix 1: attendance codes

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

Register Code Description
/ Present AM
\ Present PM
L Late (before registers closed) marked as present
K Attending education provision arranged by the local authority
C Authorised absence as pupil is absent due to other authorised

circumstances
Leave of absence for the purpose of participating in a regulated

C1 .
performance or undertaking regulated employment abroad.

2 Leave of absence for a compulsory school age pupil subject to a
part-time timetable

E Authorised absence as pupil is excluded, with no alternative
provision made

I Iliness (NOT appointments)

M Authorised absence due to medical/dental appointments

R Authorised absence due to religious observance

S Authorised absence due to study leave
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Authorised absence due to traveller absence

Leave of absence for the purpose of attending an interview for

i employment or for admission to another educational institution

B Approved education activity as pupil being educated off site (NOT
dual registration)

= Approved educational activity as pupil is attending an approved
sporting activity

v Approved education activity as pupil is away on an educational visit
or trip

W Approved educational activity as pupil is attending work
experience

K Attending education provision arranged by the local authority

G Unauthorised absence as pupil is on a family holiday, NOT agreed, or is taking days in
excess of an agreed family holiday

N Unauthorised absence as pupil missed sessions for a reason that has not yet been
provided

o) Unauthorised absence as pupil missed sessions for an unauthorised absence not covered
by any other code/description

U Unauthorised absence as pupil arrived after registers closed

D Dual registered (at another establishment - NOT counted in possible attendance

X Not required to be in school - for non-compulsory school age children

v Unable to attend due to exceptional circumstances - not counted
in possible attendances

Z Pupil not yet on roll - not counted in possible attendances

# Planned whole or partial school closure - NOT counted in possible
attendances

Q Unable to attend the school because of a lack of access
arrangements

Y1 Unable to attend due to transport normally provided not being
available

Y2 Unable to attend due to widespread disruption to travel

Y3 Unable to attend due to part of the school premises being closed

va Unable to attend due to the whole school site being unexpectedly
closed

Y5 Unable to attend as pupil is in criminal justice detention

Y6 Unable to attend in accordance with public health guidance or law

Y7 Unable to attend because of any other unavoidable cause
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Colour

Description

Present

Authorised Absence

Approved Educational Activity - Counted as Present

Unauthorised Absence

Not Counted in Attendance Calculations
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