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those laid: oub irv the statutory guidance onv Working together to improves school, attendance from the Department; for

Education ( D}E Weomtoadu:we’du&ﬂmoughounwhol@ school/oulhu\eand/etho&t}wbvolumgood/aﬁaendom

whichs includes:
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We wills also- promote, and, support punctuality, i attending lessons:
A Leqifsloi'iomond/qmdonw

Thwpolmg/wbased/m’theD}E MWMWMW@WMMWSM

attendance parental responsibility, measures. The guidance is based: on the following pieces o} legislatiory whichs seti out

thelegoLpowen&andduhs&ﬂwbgowwsdwoboﬁ:endm
> Part 6 qﬁﬂ'\b F(‘Jurahnn, Aci‘, IQQ6

>  Part 7 of the Education and, Tnspections Act, 2006

> The School Attendance (Pupil, Registration) (E Regulations 202
> The Education, (Penalty, Notices) (E Amendment) Regulations 2013
> The Equalifyy Act 2010

Tt also refers tor

> School census guidance

>  Keeping Children, Safe in, Education,

> Mental health issues offlecting a pupils attendance: gui schools
> Olsteds 2025 Jramework toolkit

3. Roles and, responsibilities

3.1 The governing board,
Th@g@«wgb@ardwwspon&bl@j@*



https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
https://www.gov.uk/government/publications/parental-responsibility-measures-for-behaviour-and-attendance
https://www.gov.uk/government/publications/parental-responsibility-measures-for-behaviour-and-attendance
https://www.legislation.gov.uk/ukpga/1996/56/contents
https://www.legislation.gov.uk/ukpga/2006/40/contents
https://www.legislation.gov.uk/uksi/2024/208
https://www.legislation.gov.uk/uksi/2024/208
https://www.legislation.gov.uk/uksi/2013/757/regulation/2/made
https://www.legislation.gov.uk/ukpga/2010/15/contents
https://www.gov.uk/guidance/complete-the-school-census
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
https://www.gov.uk/government/publications/mental-health-issues-affecting-a-pupils-attendance-guidance-for-schools
https://www.gov.uk/government/publications/school-inspection-toolkit-operating-guide-and-information
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® Making sure the school records attendance accurately irv the registers and, shares the required,
information with the DJE and, local authority,

® Making sure the school works effectively, with local partners to- help remove barriers to- attendance; and,
keeps them informed regarding specific: pupils, where appropriate

Recognising and, promoting the importance of school attendance across the schools policies and, ethos

Making, sure: the school has highs aspirations for all: pupils, bub adapts processes ands support to- pupils individua
needs

mduﬂduubpupxl&oncohm\t&whoneedztbnwsb

Where the school is struggling with attendance, working with school leaders to- develop ar comprehensive action

* The importance of good, altendance

® That absence is almosh almways o sympom of wider issues

® The schools legal requirements for keeping registers

® The schools strategies and, procedures Jor tracking: Jollowing up on ands improving, attendance:
including, working vith patnens and keeping them informed regarding specific. pupils, where, appropriate,

Making, sure: dedicated: training, is provided to- stafl with, o specific attendance Junchion i their role: including, iny
interpreting and: analysing attendance data

Informing the: attendance link: governor on o, termly, basis.

3.2 The headteacher
Thehmdt&a,ch@r\wr\espon&bl@}mw

vV OV VvV VY VY

The implementation of this policy ab the: school

Monitoring school-lexel, absence data, and: reporting it to governors

Supporting stafl, with, monitoring the attendance, of indinidual pupils

Monitoring the impack of any implemented, attendance strategies

Tssuing penalfy notices, where necessary, and/or authorising the deputy headteachen to be able to- do- so
Working with the parents/carers of pupils with special, educationals needs and/or disabilities (SEND) to- dewelop.

specific support approaches for attendance Jor pupils with, SEND, including where school transport is regularly,
being missed; and where pupils withs SEND [ace in-school barriers

Communicating with the local; authority when a pupls with, arv educations healthy and care (EHC) plarv has falling,
attendance; or where there are: barriers to- attendance that relate to- the pupilis needs
o NotiJying the local authority wher av puplis name s added to- or deleted: fromy the: school admission

® Providing the local authority, with the details of pupils who- fail to- attend, school regularly, or who hawme
been, marked, with: arv unauthonised; absence for a; continuous period; of |0 school days



® Providing the local, authoriy, with the details o} pupils who- the school believes will miss |5 days
consecubively or cumulatively because of sickness
3.3 The designated senior leader responsible for attendance
The designated: senior leader i responsible for
Leading, championing and, improsing attendance across thes school
Setting o clear wisior for improsing, and maintaining good: attendance
Evaluating ands monitoring expectations and processes
Having o strong grasp of absence, data and. oversight of absence, data analysie
Regularly monitoring and, evaluating progress in attendance

TMWWWmMWwMWNWmmMWWMWW by email
snapier@st- pauls-faringtordancs:schuk

3.k Class teachers

ares responsible: for recording attendance for hothy morning and, afternoon sessions on as daily basis, using the: correct
codes (seer Appendis 1), ands submitting this information, to- the school office by 9:10amv each, morning and, by 1:1Spm,
each afternooru

3.6 School, office staf}

> Take calls from parents/carers about: absence on o day~to-day basis ands record, it onv the school system,

> TW%MWW%%WWWWWW%WMMW
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3.7 Parents

Where this policy refers to- s parent; i refers to- the: adull the school, and/or local, authority decides is most; appropriate.
to work with, including

> Al natural parents, whethen they are married: or not

> Albthose who have parental responsibilityy for o childs or youngy person

> Those who have day-to-day responsibilifyy for the, child (ie. livies with, and, looks after them)
Parents are expected to:

> Make sure their child affends every day and/or timetabled, session on time

> Call/t}wsdwobtompontﬂm&ﬂdsobwmbq}lmquOammﬁwdago}Uwommmwmdw

Provide the: school with more than | emergency contact number for their child,

Ensure that, where possible, appointments for their child are mades outside of the school day,

Keep to any attendance contracts that they make with the. school and/or local, authonity

Seek, support; where necessary, for maintaining goods attendance, by contacting our Family Support, Worken,
Rachel, Todd who- carv e, contacted, vias telephone on 01772 336166

3.8 Pupils

Pupils are expected tor

> Attend school every day on time,

v oV VvV v


mailto:snapier@st-pauls-farington.lancs.sch.uk

b, Rew\dm(g/attendance/
L] Aﬂﬂ\dﬂtmr\egisten

We wills keep: arv electronic attendance registers and place all pupils orv this register:
WeMWWWW&%M#MWW#mm@MMWM
o}ber\nomseesim It will, mark, W%WMWMMWWM%SM
Attendance (Pupil: Registration) (England) Regulations 03 L, whether every pupl is:

> Present
> Attending a place other than school
> Absent

> Absent - unable to attend due to unamoidable causes

Any amendment to- the attendance registen will includes

The original entry

The amendad ertry

The reasony for- the amendment

The date orv whichs the: amendment; was made

The name and posttion of the: persony who made the amendment

See Appendix | for the DJE attendance codes

We will also- record:

> Whether the ahsence s authorised, or not

> The nature of the actinity, where o pupil i attending an approved educational, actiniby

> The nature of circumstances, where o pupil is unableto- atbend dus to- exceptional, circumstances

We will keep ewersy entryy on the attendance register-for 6 years ofter- the dater on which the entry was made:

Ther school, day starts ab 8:50arm ands ends ab 320pm

The register Jor the firsb session will be takeny b G:00am and, weill bes kepb opery until, %Oam. The register for- the second
session, will be takery ab I:1Opmy and, will bes kepb opery until 1:20pm,

k. Unplanned, absence

The pupibs parent mush notifly the: school of the reason for the: absences ony the first dayy of ary unplonned: absence by
9:30ams or as soon as practically possibles by calling the school office: stafl who- can be contacted via, telephones on
01772 336166. Yow may leave & message o the answering machine:

Wew&m%obwmdmtop}u&&mLonmentaLdlnes&o&auﬂwm unlss&’th@schoobhu&a/gﬂwnecormwobout
U’wauﬂ’wnhabyo}lﬂ\edlnm Th@schDoLWdLask/}onmedeL@wdenw ma&a/docfm\&not@px‘esuwpth

appoirtment: card or other appropriate form of evidence: We will nob ask Jor medical exidence unnecessarily:
k.3 Planned, absence

AW@W%MWMMW%W%W%%W&MW%

abww&Swsecﬁm5w}u@m¢wMTﬂm-ﬁm©absmmﬂ\esdﬂmbmmﬁhmm
b L Latenes&and;punduahhd/

Apup&l;whomlat&

> AM%WWMW&MMM%MWWWW
L5 FoUovwng;upurwxplamedzabwm
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> Call the pupilis parent on the: moming o the, Jirst day, of unexplained absence to- ascertairy the reasor: I the
MWWWO}WW&WWMWMWWQWMWWWW

police
> Idawﬂ}gwh@fhmﬂwabserm@appx\oved/mnot
> Iwwmmmwmmwwwmw%mwmwm@-%
> Ca&ﬂww@mmwm%mmmmwmmww
odiomi&takamwhmnmwg/

referrals
> Where support is not appropriabe; not successfuls or not engaged: with:  the school, will, issue: as notice to- improwe,
k.6 Reporting to parents
Adapt the following to- explairy when and: how your school, reports to- parents on their child's attendance record: The,
DJE expects you to- do-this regularly,
MWM&MMWMMMW&M\MW I}W&uld}s;oﬁ:endmw}aﬂ&bdow
qo%ﬂwmﬂ\eAﬁmdanwLwddemMWaﬂ\@bg@p}mwlLonmonboﬂu

5. Authorised absence

S.1 Approamal Lor term-time absence

The headteachen will only grant  leawe: ofs absence to- o pupil during term, times {f the request meets the specific
cireumstances set oub inv the 203k school attendance regulations: These circumstances are:

> Taking part nv a regulabed, performances or- regulated: employment, abroad

> admission to ancther educational instibution

> A temporany, time-limited part-time timetable

> Ewceptional circumstances

A leawe of absence s granted: abthe headteacher's discretion including the length, of time the pupil ts authoriseds to be
absent for

We define ‘exceptional circumatances as

Rare and, unexpected: circumstances which are unlikely to reoccur

> Family emergencies (egs death o a relatine)

> Medical emergencies

Leawe of absence will: not be granted: for o pupil to-take: parts iry protest; activitty during school hours.

As o leawe ofs absence will only be granted, i exceptional, circumstances, i ts unlikely a leawe of absence will be
WMWW#@MW

Any request should, bes submitted as soon as it is anticipated, and; where possible; abi least & weeks before the absence,

andwomor\danww&thanyleameo}obsenwr\eqp@st}owm accessible the school website. Thehmdteodwmag

5.2 O’(}w{\r\ecm}oﬁauﬂw*{sed/abmw

> IM(MW-WW)MWWW(%W#Qand/la—.'o’}onr‘rwe
which the pupils parent(s) belong(s). I} necessary, the school will seek; adwice from the parent's religious body, to-


https://www.legislation.gov.uk/uksi/2024/208/made#:~:text=11.,an%20%E2%80%9Cauthorised%20person%E2%80%9D).&text=(b)regulated%20employment%20abroad.

> Parent(s) tramelling for occupational purposes - a pupil is o mobile child, if their parent i tramelling inv the course
o{lﬂwwfm.deonbu&n@s&andﬂwpupbwbwdlmgw&ﬂwfhm Invthese circumstances o pupils wills bes considered,
as o mobiles child, provided: they are of compulsory school age and, have: no- fuxed abode and, whose parent is inv o

5.3 Absmm}ronvﬂwsdwoobsd&(whdnmnotdm’heda&abmm)

The headteacher will; allow pupils to be absent froms the school site for certain educational; activities, or to- attend, other

schools or sethings: These are nob classified: as' absences. Reasons include (but are not limited, to):

Attending work experience

an emergencyy, o lack of access arrangements, or because the school premises are closed,

6. S’U\oiegxwﬁoopxmwhngzaﬁendm
WeMmeWWWM%T&@MWW%WW@WWW#
MwmwmASQMWMbWWQMWWMMM@W
attendance irv assembly, each, week and, sharing onv newsletters and: ar display irv the hall Wew\epx‘oommewhmﬂlﬂ‘e
L&@h@@dtowppo&@}om@and/on&uldbgpuﬁmg plmw{g/umﬁeﬁhm&be}me&uldwugetoﬁb\ad@ Ta:\g;ebed/

/. Supporhngpup&l&w&hpoonaﬁendm
listed below - to tackle poor attendance: Decisions will be made on arv indisidual, case~by-case basis:
7.1 Attendance contrach
Weuﬁeaﬁaﬁdmoonhﬂd&o&@}ormojﬁaﬁi@ndmwppm\t
AWWWWQWM%WWW@MM%MMWWW
ab school Amoﬁ:endmoewnhuot@notlegaﬂgbindmgg but&w&de&@me}mmmwhﬂepxmwppm\t
Parents cannob be compelled; to- enter anv attendance contract; and the school: cannot agrees anv attendance contract inv o
parent’s absence:
Whmmoﬁendmmhﬂdwmddbemawwm}mwuo%wpmtﬂws&mbw&w@nmw&uﬂw

s attendance.

S

N

7.2 Educatior superision order

Immmwwwmmmmmmw We;r‘rwg/wor%wiﬂmt}w
authority, will, informy the: parent(s) in wwiting and wills seb up @ meebing:

Arv education supervisions order ts as Jormals infervention but not criminal, prosecution
Ameduwh@m&»pawﬂ&@mmwuuﬁawglast&}orﬂ year, bub it can be extended withiry the last 3 monﬂ’\&}or\a/per{odqll
upbo3 years ab o time.

Immmmmwwwwmwm%mwmﬂww
behubl@too/u&neo}uptoﬂooo upory conwiction

7.3 Notice to improve

school may offer a; notice to- improve to- give parents o final chance to- engage with support:



A notice to- improve will, be issued; irv line withs processes set oub inv the local code of conduct for the locals authority,
area, irv which the: pupils aftends schools

Tt will include:

> Details of the pupils attendance reconds and: of the offences

The bengfits of regular attendance andb the duty of, parents under section, 7 of the, Eduucation, Ach 1996
Details of the support, provided. so-far

Opportunities for further support or to- access prewiously provided: support that was nob engaged: with

A clean waming that o penaly notice: meyy bes issueds on prosecution considered, i attendance, doesnt improve,
withiry the improvement, periods alongy with details of wha sufficient improvement; looks likes which, will be decided)
orv  case- by-case basis

> A clear timeframe o bebween 3 and, 6 weeks for the improvement peniod,

> The grounds onv which o penalfy notice may be ssued before the end ofs the improvement peniod

7.l Penalty notices

WW#MWMMW%M@#WMW bg/w&ung/o/perwlba/
notice:

I the school issues o, penalby notice; we wills check with the, local, authority before, doing so; ands send, the locals
auﬂw@@wpgo}lwpaw@noﬁwbs&wdx

Before issuing o penally notice, the school will consider the, indinidual case; including:

> Whether the national threshold, for considering a penalty notice: has beerv met, (10 sessions of unauthorised
absence v a rolling pertod; of 10 school, weeks)

> Whether o penalty notice is the best anailable tool to- improve attendance for that pupil
> Whether Jurther support, a notice to improve or another legal, intervention would, be: o more, appropriate solution
> WWWmM%MWW%EW@A&QWOWWQWW

) !

Eachs parenty who- is liable for the pupils offence(s) can be issued, withs o penalty notice bub this wills usually, only be the
parent/parents who allowed, the, absence

I}MW@MWW%MWW£SO withirv & d.ay&,on.ﬁléo withiry A8 days:

I} o second penalty notice is issued to- the same parent irnv respech of the: same pupils the parent must pay, £160 i paid,
withiny A8 days.

the issue of the Jirst: penalty notice: Inv v case where the national, threshold, is met for a third, time withirv those 3 years:
A penalty notice may also be issued; where parents allows their child, to- be presents iny o public place during school,
hours withoub reasonable justifications during the first S days of o suspension or exclusion (where the school has
notified the, parents that the pupil, must not be present; inv o public place on thaly day). These penalty notices are not
included, ir the, National Framemorks nob subject to- the: same considerations about: support being provided; and do- not

Imthmwmﬂwpwmbnmsbpagaﬁéo withiry &1 dmé,s«,onaglao.

8. Supporﬁngpupd&whomabsmtonhemmngwsd\oob

8.1 Pupd/s«ab/sex\bduefooomplmbwwmfooﬂmdanw
Wewdbwoﬂ@w&ﬂmWMWFWSWWWWW%WWM%MMMM
WMWWMMW%LMAM

8.3 Pupd&obwwdu,ejto-mﬂltﬂbwp}ué&ml/dbhmlﬂv

If the school is ammare of the: barriers that relate to- the pupilis needs, we wills support the, child, iy the most; appropriate
manner: WeWMMMMWFWSWW%WWWWWWWW
for schooli Where necessary, the school wills inform the Local, Authoriy.

v OV Vv


https://www.legislation.gov.uk/ukpga/1996/56/section/7

8.3 Pupd&obsmbduetooﬂwf\bonw\&fooﬂ'ﬂldonw

Emotional-based school amoidance (EBSA) or aniety

Physical or chronic Ulness

Special, Educational Needs & Disabilities (SEND)

Safeguarding concerns

Childrerny who- ares absent: ofter Jeel, disconnected; anious or misunderstood: Ory returny we prosvide the: children withy

&Mmm&bewppm@ﬂwmughuwojﬁapwt—bm&tabl&oﬁam%w— L}mmstx\eamzt&notwrr\enﬂg/
suitable, ands access to- the Peace Roomu

Parent, wills be: supported throughs external, agencies suchs as @ TAF or CAMHS referral made by the: Family, Support
Worker: We harve arv inclusive school and, we ensure that: we are: nots contributing to the barrier of absence: To- sustain

SEND, all staff are trauma trained: ands reasonable adjustments will, be: made.

Where o pupils has arv education healthy and, care (EHC) plary and, their attendance falls; the: school, will, inform the, locals
authorify.

8.4 Pupd&nehunmgfosohmboﬁenmla\gﬂv*opmmdablepuwodo}abmw
CMWWMMM@@WWWWW#WWMWW@WO}W
Ondt}ngeded/t}wFomdg/Suppm\tWO{m I}nﬂede@ @W@M%AMWLMM%HMTW
W%M&Wm%m@m@@w&p@vwmm The situation, will: be continued, to bes

8.5 Prolonged, absence Jor childrer v the EYFS

Imoaswo}lpt@bng,edabser\w onwhervolc}\ild/l&absmtwiﬂwutnoﬁ}immm wewdboﬁanptfoconfodj’d'\@d\dd/s/
parenb&ond;oltemahmemwgermg/contod:&

When, deciding whether o child's absence should, be considered, prolonged; we, will, consider the:

> Pattems and trends v the childs absences and; their personal, circumstances

> Vulnerability of the child and, their parents: as well, as the circumstances of their home life

We will also-implement, our safeguarding procedures (see our child, protection/safeguanding, policy please find, on the
website ands refeer any concems to- local, children's socials care, and/or requests a police welfare check:

q. Aﬁendarwerwmi‘or\mg/

ql Mondbring; attendance

and; securely.

Data, wills bes collected, eachs termy and, published, ab national, and: local, authority, leael, through the DJE's school absence

national statistics releases: The underlying school-lesels absence data s published alongside the national statistics:

9.2 Anu.lg/sing,aﬂﬂ\dom

The school willi

> Iwwmmwm@mhmwﬂgmmmﬂmmﬁﬂm#
persistent o semere absence

> Conduct thoroughs analysie of hall-termly, termly, and, Jull-year data to- identify patterns and, trends

v OV vV vV



> Look ab historic and, emerging patterns of attendance and absence; and then deselop strategies to- address these
patherns

q3 Usimg/ dai‘a/founpl\oveaﬂ'mdunw
The school willz

U’wbtbha&tdmhimdedaf@orwbé&&

> Provide targeted support to- the pupils we hane identified: whose absences may be a cause for concerny especially

> Use data to monitor and; emaluate the impact of any interventions pul ins place: inv order to- modifly them and,
> Share information and, work collaboratimely withs other schools invthe areas locals authorities and: other partners

where: o pupils absence is abi risk of becoming persistent or severe; including keeping them informed, regarding
specific pupils, where approprite

Q. Reducing persistent; and, sesere absence
Persistent, absence s where o pupil misses 10% onmor‘eoflsdwoh and, sexere absence s where o pupll misses 50% o
m\eo]ﬁschooh RMWMWW@M@%M&WMWGMW

The school will:
> Useaﬁﬂﬁdmdoi@fo}mdpaﬁﬂn&mﬂdb@ﬂd&o}pﬂ%bmdmabwm

> CWWWWMWWWMWMWWMKW
Child:\emSa}eUmEdumhom

* Discuss attendance and engagement, at; school,

e Listery and understand barriers to- attendance

® Explain the help that i amailable

® Explain the potential consequences of. and sanchions for persistent; and, semvere absence
® Remiew any existing actions or interventions

> Provide access to wider support services to remose the bariers to- attendance; inv conjunction withs the locals
ouﬂ\or{ba/,wher\er\dmanb

> Consider dlfernatire support that could be pub irv place to- remove any barriers to affendance and re-engage these

> Implement sanctions: where necessary (see section 7, above)

10. Monitoring arrangements

This policy will, be reviewed, as guidance from the local authontty and/or DIE is updateds and, as o minimurm twelye,
months by the. Headteacher. At every ressiow, the policy will be approved by the Jull, governing board:

I, Links with other policies

This policy links to-the following policies

> Child protection and, safeguarding policy

Behaniour policy

Supporting pupils with medical, conditions

Pupil mental healthy and, wellbeing

EYFS policy

v OV Vv
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