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BRANSTON JUNIOR ACADEMY
ATTENDANCE POLICY

1.0
STATEMENT OF INTENT
1.1
This Academy has the following aspirations:

Life is an unwritten page…our mission is to prepare children for an exciting and unknown future by encouraging Resilience, Reflection, Responsibility, Respect and Relationships. Together we will support children to write their own unique adventure, because ‘Learning is a habit for life’.

BJA Mission Statement
1.2 Branston Junior Academy aims to work together with parents to ensure that all children registered at the Academy, attend both regularly and punctually. 
2.0 STATUTORY DUTY OF SCHOOLS

The law states:

“The Education Act 1996, requires parents and carers to ensure their child receives efficient, full-time education, suitable to their age, aptitude, ability and any special needs they may have, by regular attendance at school or otherwise.”
3.0 EXPECTATIONS AND RESPONSIBILITIES
All Pupils
3.1
We expect all pupils to attend school regularly. If the school has any concerns over absence we will initially invite parents to meetings about attendance discreetly, perhaps by telephone call or letter. In some circumstances this may mean discussing with them the reasons why a referral is being made to the Education Welfare Service or another agency and the expectation that this is to support and assist the family. If there are Child Protection concerns then the Lincolnshire Safeguarding Child Protection Procedures will be followed immediately, in line with our school’s Safeguarding Policy. 

Parents
3.2
It is the responsibility of parents and carers to be fully aware of our School Attendance Policy and to ensure that their children attend school regularly and punctually. The gate is opened at 8.45am and is closed at 9am. Register closes at 9.10am. Afternoon registration closes at 1.40pm. School finishes at 3.30pm.
3.3 It is the responsibility of parents and carers to contact the school as soon as is reasonably practical, whenever their child is unable to attend school or unable to attend on time. Preferably this contact is made on the first morning of absence. Contact can be made by phone, letter, email, Scholarpack app or in person.
3.4 It is the responsibility of parents and carers to provide appointment information for any appointments (medical, examination etc), as soon as possible ahead of the absence request date. It is the parents’ responsibility to provide evidence of absence to support their request. 

3.5 It is expected that parents/carers will contact the school in confidence, as soon as is reasonably practical, whenever any problem occurs that may affect their child’s performance in school.

3.6 If parents/ carers are requesting an absence from school, they will need to complete a ‘Leave of absence’ form and return to the school prior to the date that absence has been requested for. Each absence request is examined by the Headteacher. Applications will automatically be counted as unauthorised unless they meet the threshold of ‘exceptional circumstances’ which must be detailed in the application. It will be the Headteacher’s discretion as to whether an absence is authorised or unauthorised.
Registration
3.7 Registration is undertaken by the Class Teacher twice daily. 

3.8 Any child arriving at school between 9am and 9.10am, are asked to be signed in by an adult, using a ‘Pupil Daily Signing In/Out Sheet’ (pink slip). The Administrator will amend the registers to say the child(ren) is now in school. 

3.9 Any child arriving at school after 1.30pm, are asked to be signed in by an adult, using a ‘Pupil Daily Signing In/Out Sheet’ (pink slip). The Administrator will amend the registers to say the child(ren) is now in school.

3.10 Any child arriving at school after 9.10am, are asked to be signed in by an adult, using a ‘Pupil Daily Signing In/Out Sheet’ (pink slip). The Administrator will amend the registers with a ‘U’ meaning ‘Late’ (after Registers) unless they have been attending a medical appointment (or similar) and school has been made aware of the late arrival.
Branston Junior Academy
3.11 Information regarding overall procedures for notification of absence is issued to parents annually.
3.12 Parents or carers are contacted when reasons for absence are unknown and unauthorised. Where concerns are raised due to lack of attendance and no contact being made by parents, for several days; the Headteacher will make a ‘welfare check’ on the house – sending information prior to this visit, to say it will be occurring. 
3.13 If a child remains absent from school without notification of a reason, for 10 consecutive days, then the child will be classed as ‘Missing Education’ and a notification will be made as such to the Local Authority. This then can then trigger further actions such as informing social services and/or asking the police to carry out a welfare check. 

3.14 Branston Junior Academy maintains regular, efficient and accurate recording and monitoring of attendance; including the reporting of attendance statistics. We take appropriate action on any problem notified to us. Emerging patterns of authorised absence is reported to the headteacher by staff or parents. 

4.0    ABSENCES FROM SCHOOL
Requesting an absence from school
4.1
If parents/ carers are requesting an absence from school, they will need to complete a ‘Leave of Absence’ form and return to the school prior to the date that absence has been requested for; this can be in paper or digital form. 
4.2
Each absence request is examined by the Headteacher. Applications will automatically be counted as unauthorised unless they meet the threshold of ‘exceptional circumstances’ which must be detailed in the application. It will be the Headteacher’s discretion as to whether an absence is authorised or unauthorised. 

Authorised and unauthorised absence
4.3
All absences are classed as unauthorised until a satisfactory reason for the absence is given. 

4.4
Whilst an absence may be agreed between parents and the headteacher, it may still be counted as unauthorised, as the reason for the absence may not be deemed to be appropriate or reasonable, or there may be on-going attendance concerns.
4.5
Only the headteacher, in the context of the law, can approve an absence, not parents. 
4.6
Authorised absence is where the school has either given approval in advance for a pupil to be away, or has accepted an explanation offered afterwards as a satisfactory reason for absence. 

4.7
Unauthorised absence includes (but is not limited to) holidays, shopping trips, birthdays, visiting or being visited by friends.
4.8
Authorised absences may include:

· Illness

· Music or dance exams

· Close family bereavements (parents, siblings, grandparents)

· Hospital, medical and/or emergency dental appointments.

· Days of religious observance

· Fixed term exclusion

· Permanent exclusion until removed from roll or reinstated

· Off-site education
5.0    PERSISTENT ABSENCE
Persistent absence has a huge impact on learners, their potential and their success in school – see below:
	Above 97%
	Fewer than 6 days absence in one academic year

Very good attendance. Pupils with this level of attendance have the best chance of achieving the grades of which they are capable and this leads to the best prospects for work, college or university.

	95%
	Fewer than 10 days absence in one academic year

Pupils are likely to achieve their target grades, and have good opportunities for work, college and university, but will need to invest time in catching up any work missed.

	90%
	19 days absent from school in one academic year

Pupils with this level of attendance are missing a month of school per year and this is likely to have a detrimental effect on their achievement; it will be difficult for them to achieve of their best.

	85%
	29 days absent from school in one academic year

These pupils are missing six weeks of their education and will find it difficult to keep up and achieve of their best.

	80%
	Pupils with this level of attendance are missing a year of school over five years that they attend school.

It will be almost impossible to keep up with their work and these pupils are at risk of serious underachievement. Parents of students with this level of attendance could be issued with a penalty notice.


As a school, we aim for 95% attendance and above for all our pupils. If attendance falls below 95% when we carry out our termly attendance checks, then parents will be informed by letter and subsequent attendance will be closely monitored. 

6.0    PERSISTENT LATENESS

Persistent lateness also has a huge impact on learners, their potential and their success in   school’, particularly because they are often missing the general messages from the teacher about the day ahead and/or the whole-school assemblies where we all come together. They also may be missing out on interventions and activities that may have been specifically created for them.

	10 Days
	10 days absent in one academic term
First Persistent Lateness letter sent to parent.  Lateness monitored.

	20 Days
	20 days absent in one academic term
Second Persistent Lateness sent to parent to request a meeting


At Branston Junior Academy we class ‘persistent absence’ as a child regularly arriving at school beyond the time of registers closing, without prior agreement from the headteacher.

If a child is classed as being ‘persistently late’ then parents will be informed by letter and their subsequent arrival times will be closely monitored.  It may be that a meeting is requested with the parents to ascertain the reasons why the child is regularly arriving late and therefore what school and home can do together to rectify this.

7.
FIXED PENALTY NOTICES
If a child has unauthorised absences recorded (through non-attendance or lateness), it could lead to the issuing of a Fixed Penalty Notice.

Section 444 of the Education Act 1966 enables Local Authorities to issue a Fixed Penalty Notice where a parent has failed to ensure the regular school attendance of their child at school that they are a registered pupil at or other education provision provided for them. 

Fixed penalty notices are issued per parent, per child, where there is unauthorised absence from school. The penalty is £60 and if unpaid within 21 days this rises to £120.00. if the penalty remains unpaid after 28 days the Local Authority can choose to prosecute under Section 444 of the Education Act, unless the penalty has been issued in error.

Prosecutions are dealt with in the Magistrates court and could result in a criminal record if upheld.

A Fixed Period Notice can also be applied for where a pupil is found in a public place when they should be in school or during a period of exclusion from school. 
Fixed Penalty Notices will be issued at the discretion of the Headteacher, and Local Authority Procedures will be followed. 
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LA Guidance on Elective Home Education

1.0
INTRODUCTION

1.1 
This document applies to those children whose parents have chosen to educate their children at home. The document sets outs:

· the parents’ rights and responsibilities to educate their children at home, 
· the legal duties and responsibilities of Headteachers and Lincolnshire County Council (LCC) Children’s Services. 
1.2  
Elective Home Education (EHE) is the term used by the Department for 
Education (DfE) to describe the education provided by parents or 
carers at home, rather than providing education for their children by sending them to school. This is different to home tuition provided by a Local Authority or education provided by a local authority other than in school.

2.0
Lincolnshire’s Approach to Elective Home Education

2.1
The aim of LCC Children’s Services is to work in partnership with 
parents who electively home educate to support their right to do so.

2.2 
LCC believe that: 

· Every child has the right to education that is suitable to their age, ability, aptitude and any special educational needs they may have. 

· Parents / carers are the prime educator of their child within or outside the schooling system

· Parents / carers who home educate their child have the responsibility to ensure their child is suitably educated - LCC believe that a suitable education is one that primarily equips a child for life within the community of which s/he is a part of, and one which prepares them for life in a modern civilised society, enables them to achieve their full potential and be prepared for independence in adulthood. 
2.3 
In formulating a viewpoint of whether the education a child is receiving is suitable to their age, ability, aptitude and any special educational needs they may have, a discussion with the child should be made, to enable their views to be sought and considered. 
3.0
Legal Context for Elective Home Education
3.1
Parent’s Rights and Responsibilities

The Education Act (1996) Section 7 states that the parent of a child who is of compulsory school age (5-16) has a legal duty to see that their child receives efficient full-time education suitable to:

· his/her age according to ability and aptitude and

· to any special educational needs s/he may have either by regular attendance at school or otherwise.

3.2
A parent’s right to choose the way in which their child is educated is further strengthened by Section 9 of the 1996 Act which establishes the general principle that: “So far as is compatible with the provision of efficient instruction and training and the avoidance of unreasonable public expenditure, pupils are to be educated in accordance with the wishes of their parents.”

3.3
The terms “efficient” and “suitable” education are not defined in law, despite the detailed prescription of expectations in schools. Case law has broadly described an “efficient” education as one that: “Primarily equips a child for life within the community of which s/he is a member, rather than the way of life in the country as a whole, as long as it does not foreclose the child’s options in later years to adopt some other form of life if s/he wishes to do so”.

3.4
There are no compulsory subjects for children who are home educated and parents can choose those most appropriate for their child.

3.5
If a child is currently on the school roll, the parent must inform the school in writing of their intention to home educate.

3.6
If a child is registered at a school as a result of a school attendance order the parents must get the order revoked by the Local Authority before the child can be removed from the school’s register and educated at home.

3.7
If a child is subject to an Education Supervision Order then the parents must get permission from the Supervising Officer before electing to home educate.

3.8
In electing to home educate parents do not have to seek the 

permission of LCC Children’s Services, except where a child has a Statement of Special Educational Needs and is registered at a Special School or where LCC Children’s Services have a Care Order. If the child is subject to a Child Protection Plan then advice should be sought from LCC Children’s Services as soon as possible.

3.9
Children with Special Needs with or without a Statement can be educated at home. However where a child does have a statement of Special Educational Needs and begins home education, the Local Authority has a legal duty to undertake reviews. This is to ensure that the child’s educational needs are met. 

4.0
Duty of Headteachers

4.1
Sections 8 (1) and 13 (3) of ‘The Education (Pupil Registration) Regulations 2006’ made it a duty of Headteachers to inform the Local Authority (prior to removing the child from the school’s register) that a parent has confirmed to them in writing that they will now educate their child at home if that is the parents’ wish.

4.2
If a Headteacher is informed of a parents intention to home educate it is the Policy of LCC Children’s Services for Headteachers to acknowledge the request of the parent and arrange a meeting with the parent and, if appropriate, the child. The aim of the meeting is to discuss the implications of EHE and to explain about how to return to a state education system in the future, if that is the parents’ wish.

4.3
Flexi-schooling (part-time school attendance) where children are given permission to receive part of their education off-site. This is a matter for schools rather than Children’s Services to negotiate with parents but it should be a short-term measure (typically no more than 2 school terms) used in conjunction with a Health Care Plan or Team Around the Child care plan.

5.0
Duty of Local Authorities
5.1
Local Authorities have no statutory duties in relation to monitoring the quality of home education on a routine basis but under Sections 437 (1) of the Education Act 1996 Local Authorities shall intervene if it appears that parents are not providing a suitable education. 

5.2
It is LCC Children’s Services policy that the education provision should be considered annually through an Education Provision Visit (EPV) and the child’s view should be ascertained and considered as part of the review. The primary purpose of the education provision visit is to establish the suitability of the education provision to the child’s age, aptitude, ability and needs. In addition to this the visit should be supportive and enable opportunities for the sharing of advice and guidance on matters relating to the child’s education and wellbeing. 

5.3
If it is determined that the child is not receiving suitable education then Section 437 (3) of the Education Act 1996 will apply. This refers to the serving of School Attendance Orders in which the Local Authority has recourse after all reasonable steps have been taken to resolve the situation If it appears to a local education authority that a child of compulsory school age in their area is not receiving suitable education, either by regular attendance at school or otherwise, they shall serve a notice in writing on the parent.

5.4
Local Authorities have further duties under Section 11 of The Children’s Act 2004 and section 175(1) of the Education Act 2002 to ensure that their functions are discharged with regard to the need to safeguard and promote the welfare of children.
6.0
Disputes between Parents and Children’s Services
6.1
It should be possible to resolve most disputes without recourse to formal statutory procedures. However, where children of compulsory school age are not being educated at school and Children’s Services has serious doubts about the parents’ educational provision, then a school attendance order will be served.
6.2
Children’s Services will bear in mind; however, that should the case proceed to court, the action will fail if the parents can satisfy the court that they are providing a suitable education.  The court will accept evidence in a number of forms and will be looking for evidence that would convince a reasonable person on the balance of probabilities (rather than beyond all reasonable doubt) that a suitable education is being provided.

6.3
At any stage during this process the parents may present evidence that they are now providing a suitable education and apply to have the order revoked.

7.0
Child Protection and Safeguarding Concerns
7.1
Working Together to Safeguard Children 2010 states that, ‘all agencies and individuals should aim proactively to safeguard and promote the welfare of children. As with school educated children, child protection issues may arise in relation to home educated children. If any child protection concerns come to light in the course of engagement with children and families, or otherwise, these concerns should immediately be referred to the appropriate authorities using established protocols’.  

7.2
The welfare and protection of all children, both those who attend school and those who are educated at home, is of paramount concern and the responsibility of the whole community. School in itself is a protective feature and children who are educated at home may not have access to other trusted adults who can recognise and act if a child is considered to be at risk of harm. Staff who come into contact and provide services to families who home educate must be aware of their role in safeguarding and promoting the welfare of children and young people.

7.3
Parents who choose to employ other people to educate their child(ren), will also be responsible for ensuring that those whom they engage are suitable persons to have access to their children. Parents should satisfy themselves by taking up appropriate references and/or requesting a potential tutor to consent to a DBS (Disclosure and Barring Services) check.
COMMENCEMENT OF SECTION 155 OF THE EDUCATION AND SKILLS ACT 2008
From 3rd September 2021, the criminal offence for parents who fail to secure their children’s regular attendance at school will be extended to include failure to attend an alternative provision. Parents will be legally responsible for ensuring that their children of compulsory school age attend the alternative provision arranged for them. This could be in circumstances where the child has been excluded for a fixed period from school or where the child has been asked to attend for educational purposes. Parents must be notified of the arrangements by the appropriate authority and informed of the consequences of non-attendance. 
This legislation puts attendance at any alternative provision on the same footing as attendance at a school or pupil referral unit (PRU), and supports the government’s focus on improving attendance for all pupils. 

School attendance and holidays during term time

At Branston Junior Academy the highest possible attendance rate for every child is a school priority and we are constantly monitoring attendance and punctuality to ensure that each individual can achieve their best. 

The school will not authorise any absence during term-time unless there are exceptional circumstances.

Should parents or carers choose to take their child on holiday during term-time, they must accept that unless there are ‘exceptional circumstances’ outlined in writing, then the absence will be classed as unauthorised and is therefore against the law.
The information below demonstrates a summary of how school attendance can affect a child’s future progress and we would ask that parents bear this in mind before considering to allow their child to remain absent from school for any avoidable reason including holidays:

	Above 97%
	Fewer than 6 days absence in one academic year

Very good attendance. Pupils with this level of attendance have the best chance of achieving the grades of which they are capable and this leads to the best prospects for work, college or university.

	95%
	Fewer than 10 days absence in one academic year

Pupils are likely to achieve their target grades, and have good opportunities for work, college and university, but will need to invest time in catching up any work missed.

	90%
	19 days absent from school in one academic year

Pupils with this level of attendance are missing a month of school per year and this is likely to have a detrimental effect on their achievement; it will be difficult for them to achieve of their best.

	85%
	29 days absent from school in one academic year

These pupils are missing six weeks of their education and will find it difficult to keep up and achieve of their best.

	80%
	Pupils with this level of attendance are missing a year of school over five years that they attend school.

It will be almost impossible to keep up with their work and these pupils are at risk of serious underachievement. Parents of students with this level of attendance could be issued with a penalty notice.


CHILDREN MISSING EDUCATION

· Children Missing Education are defined as children of compulsory school age who are not on a school roll or being educated through alternative provision (e.g. at home, privately or through alternative provision). 

· The school/academy must endeavour to make ‘all reasonable enquiries within their capacity to ascertain the whereabouts of the young person (i.e. telephone calls, letters to parents/carers etc, visit to the home, contact with other involved agencies). They should also consider the safety and welfare of the child at all times and contact with social care and police should be made as soon as such concerns arise.

· As soon as a child is deemed to be ‘missing education’ the school must enter relevant details on the Lincolnshire ‘snap’ system https://snaps.lincolnshire.gov.uk 

· This information will be accessed by the CME Tracker who will attempt to find the child through a range of internal and external contacts and agencies

· If a child is not found in education, a visit will be made to the last known address by a member of the Inclusion and Attendance team who will carry out further investigations

· If child is still not found in education, a review date for further investigations will be scheduled based on the information gathered

· At any point the child is found in education, information is recorded onto the ICS database and case is closed unless the child has the involvement of other agencies.

· If there are specific safeguarding concerns, then school can also contact the Customer Service Centre (CSC).
Children’s Services Customer Service Centre (CSC)

01522 782111

· The contact number for support, is the Inclusion and Attendance team   01522 552427

ATTENDANCE

ATTENDANCE ACTION FLOWCHART – child not arrived in school
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ATTENDANCE ACTION FLOWCHART – Parent requests an absence


ATTENDANCE ACTION FLOWCHART – Whole School Termly Review




PERSISTENT LATENESS ACTION FLOWCHART – Whole School Termly Review







DECLINING A REQUEST FOR A HOLIDAY IN TERM TIME
[Date]

Your request for a holiday absence in term time.
Dear [Parent/Carer]
Thankyou for your request to take [name of child(ren)] out of school between [dates].

Under government legislation I am only permitted to authorise an absence from school in exceptional circumstances, and in this case, the information you have provided on the ‘Leave of Absence’ form, does not meet this criteria. Therefore, I regret that I cannot consent to your request and the absence will be recorded as unauthorised.
I have not made this decision lightly – a request for an absence is considered on its merits at the time of the request, and many variables are taken into consideration.

While acknowledging that each family’s circumstances are different, at Branston Junior Academy, we are dedicated to the education of all our pupils and believe that regular attendance throughout the year is essential to every child’s success and fulfilment.

Because each request is unique, my decision in this instance cannot be directly compared with decisions made by the school in the past, nor does it set a precedent. It also does not mean that I will not agree to a similar request from you, or other parents, in the future.
I am sorry to have to disappoint you.

Yours sincerely

Mrs Rachael Shaw

Headteacher 

ACCEPTING A REQUEST FOR A HOLIDAY IN TERM TIME

[Date]

Your request for a holiday absence in term time.
Dear [Parent/Carer]
Thankyou for your request to take [name of child(ren)] out of school between [dates].

Under the circumstances which you have provided on the ‘leave of Absence’ form, I am prepared to agree to your request.

I have not made this decision lightly. Branston Junior Academy is dedicated to the education of all our pupils and believes regular attendance throughout the year is essential to every child’s success and fulfilment.

Each request for a holiday absence is considered on its own merits at the time of the request being made. My decision in this instance does not set a precedent and therefore does not mean I will agree to a similar request from you, or other parents, in the future.

Yours sincerely

Mrs Rachael Shaw

Headteacher 

UNEXPLAINED ABSENCE LETTER
[Date]

Unexplained absence from school

Name of child(ren): [Name(s)]


Dear [Parent/Carer]

I am writing to express my concern at [pupil name(s)] recent unexplained absence(s) from school. This absence occurred [on/between dates].

Branston Junior Academy acknowledges that each family’s circumstances are different and we do our utmost to work in partnership with parents to provide the best education for every child. We also believe that the welfare of pupils is of paramount importance and we believe that regular attendance throughout the year is essential for a child’s success and fulfilment.

I am therefore writing to request that you complete and return the attached reply slip, explaining the reasons for [pupil name’s] absence. 
Please note 
· unless we receive this notification, the absence will be recorded as ‘unauthorised’ due to ‘no reason given’
· the reason you give for the absence may not be classed as ‘exceptional’ and could therefore result in the absence remaining as unauthorised
· each absence of a child from school has its own set of unique circumstances, therefore any decision I make on whether an absence is classed as authorised or not cannot be directly compared with decisions made by the school in the past, nor does it set a precedent. 

Yours sincerely
Mrs Rachael Shaw

Headteacher

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _
Notification of past absence

Name of child(ren) ____________________________

The above named child(ren) was absent on the following dates, for the reasons stated below:
	Dates of absence(s)
	Reason for absence(s)

	
	


Signed (Parent/Carer): _______________________
     Date: _________________

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

For School Use:


Attendance Code to be recorded against the absence: 




              Signed: __________ (Headteacher)
Any further actions to be taken: ________________________________________________
             Date: ____________
WHOLE SCHOOL TERMLY ATTENDANCE REVIEW
Term: Autumn / Spring / Summer
    Date: ____________
Carried out by: ___________________


	90-95% Attendance
	85-89% Attendance
	Below 85% Attendance

	Name of child(ren)
	A  B  C
	Name of child(ren)
	A  B  C
	Name of child(ren)
	A  B  C

	
	
	
	
	
	

	A = School appreciates extenuating circumstances     

B = Improvement in attendance since last review    

C = decline in attendance since last review

	Letter 1 (90-95% Attendance) 

Letter to parents informing them that their child’s attendance will be monitored at the next whole school termly review.
	Letter 2 (85-89% Attendance)

Letter to parents informing them of an individual attendance target being set and that their child’s attendance will be monitored in a specified time frame, which may be before the next whole school termly review.
	Letter 3 (Below 85% Attendance)

Letter to parents requesting they attend an Attendance Meeting whereby an individual Attendance Action Plan will be set up.

There is the potential for involvement with external agencies.



LETTER 1: 90-95% Attendance at whole school termly attendance review.
[Date]

90-95% Attendance recorded at whole school termly review.
Name of child(ren): [Name(s)]



Dear [Parent/Carer]

As you are aware, in compliance with Government guidelines, we have to regularly undertake checks on children’s attendance, and should a child’s attendance fall below 95%, we have a duty to write and inform parents. Depending on how low the attendance is, we carry out various actions, as listed below:
	90-95% Attendance
95% = 9 days absence = 40 lessons

90% = 19 days absence = 80 lessons


	85-89% Attendance
85% = 29 days absence = 120 lessons

	Below 85% Attendance
80% = 38 days absence = 160 lessons
75% = 48 days absence = 200 lessons


	Concern:
The concern is that these children are at risk of underachieving at school, as they are missing out on lessons and learning opportunities. They might achieve their target grades and have good opportunities for work, college and university, but will need to invest time in catching up any work missed.
	Concern:
Pupils with this level of attendance over an academic year, are missing at least 1 month of school per year and this is likely to have a detrimental effect on their achievement and it will be difficult for them to achieve of their best.
	Concern:

Pupils with this level of attendance (or below) over an academic year, are missing six weeks (or more) of their education and will find it difficult to keep up and achieve of their best. 

If attendance is 80% or below, then the pupil is missing a whole year of school over five years of attending. It will be almost impossible for them to keep up with their work and these pupils are at risk of serious underachievement. 

	Action:
Letter to parents informing them that their child’s attendance will be monitored at the next whole school termly review.
	Action:
Letter to parents informing them that their child’s attendance will be monitored at the next whole school termly review.
	Action:
Letter to parents requesting they attend an Attendance Meeting whereby an individual Attendance Action Plan will be set up.

There is the potential for involvement with external agencies.


At the most recent whole school termly review, your child’s attendance was [   %]. 

Therefore, in line with our Attendance Policy I am writing to inform you that your child’s attendance will continue to be monitored as part of the next whole-school termly review, with the hope that we will be able to celebrate an improvement in attendance.
[A] From looking at the registers, I appreciate that there were extenuating circumstances, namely _________________________________ however, we still have a duty to write to you to inform you that your child’s attendance has fallen below the required 95% threshold. 

[B] I am pleased to note that your child’s attendance is an improvement on any previous monitoring; however, we still have a duty to write to you to inform you that your child’s attendance has fallen below the required 95% threshold. 

[C] It is worrying to note that your child’s attendance is a decline on any previous monitoring and therefore unless it improves by the next time of monitoring, it may be that further actions are taken, as per our policy.
Attendance can only be improved by working together – school and home. If something is stopping your child coming to school, please come and talk to us about it. If your child’s absence is due to medical issues, please make the school aware of how this impacts upon attendance. 
If you wish to discuss any queries or concerns regarding your child’s attendance, please do not hesitate to contact me and arrange a meeting.

Yours sincerely

Mrs Rachael Shaw

Headteacher 

LETTER 2: 85-89% Attendance at whole school termly attendance review.

[Date]

85-89% Attendance recorded at whole school termly review

Name of child(ren): [Name(s)]



Dear [Parent/Carer]

As you are aware, in compliance with Government guidelines, we have to regularly undertake checks on children’s attendance, and should a child’s attendance fall below 95%, we have a duty to write and inform parents. Depending on how low the attendance is, we carry out various actions, as listed below:

	90-95% Attendance
95% = 9 days absence = 40 lessons

90% = 19 days absence = 80 lessons


	85-89% Attendance
85% = 29 days absence = 120 lessons


	Below 85% Attendance
80% = 38 days absence = 160 lessons
75% = 48 days absence = 200 lessons


	Concern:
The concern is that these children are at risk of underachieving at school, as they are missing out on lessons and learning opportunities. They might achieve their target grades and have good opportunities for work, college and university, but will need to invest time in catching up any work missed.
	Concern:
Pupils with this level of attendance over an academic year, are missing at least 1 month of school per year and this is likely to have a detrimental effect on their achievement and it will be difficult for them to achieve of their best.
	Concern:

Pupils with this level of attendance (or below) over an academic year, are missing six weeks (or more) of their education and will find it difficult to keep up and achieve of their best. 

If attendance is 80% or below, then the pupil is missing a whole year of school over five years of attending. It will be almost impossible for them to keep up with their work and these pupils are at risk of serious underachievement. 

	Action:
Letter to parents informing them that their child’s attendance will be monitored at the next whole school termly review.
	Action:
Letter to parents informing them that their child’s attendance will be monitored at the next whole school termly review.
	Action:
Letter to parents requesting they attend an Attendance Meeting whereby an individual Attendance Action Plan will be set up.

There is the potential for involvement with external agencies.


At the most recent whole school termly review, your child’s attendance was [   %].  Therefore, in line with our Attendance Policy I am writing to inform you that we will be monitoring your child’s attendance individually and anticipate that it improves by the time of our next attendance review. Should your child’s attendance not improve, it is likely that you will be asked to attend a meeting so that an individual Attendance Action Plan can be set up.  
[A] From looking at the registers, I appreciate that there were extenuating circumstances, namely _________________________________ however, we still have a duty to write to you to inform you that your child’s attendance has fallen into the 89-85% threshold. 

[B] I am pleased to note that your child’s attendance is an improvement on any previous monitoring; however, we still have a duty to write to you to inform you that your child’s attendance has fallen into the 89 – 85% threshold. 

[C] It is also worrying to note that your child’s attendance is a decline on any previous monitoring and therefore unless it improves by the time of the next attendance review, it is likely that you will be asked to attend a meeting at school, so that an individual Attendance Action Plan can be set up. 
Attendance can only be improved by working together – school and home. If something is stopping your child coming to school, please come and talk to us about it. If your child’s absence is due to medical issues, please make the school aware of how this impacts upon attendance. 

If you wish to discuss any queries or concerns regarding your child’s attendance, please do not hesitate to contact me and arrange a meeting.

Yours sincerely

Mrs Rachael Shaw

Headteacher
LETTER 3: Below 85% Attendance at whole school termly attendance review.

[Date]

Below 85% Attendance recorded at whole school termly review

Name of child(ren): [Name(s)]



Dear [Parent/Carer]

As you are aware, in compliance with Government guidelines, we have to regularly undertake checks on children’s attendance, and should a child’s attendance fall below 95%, we have a duty to write and inform parents. Depending on how low the attendance is, we carry out various actions, as listed below:

	90-95% Attendance
95% = 9 days absence = 40 lessons

90% = 19 days absence = 80 lessons


	85-89% Attendance
85% = 29 days absence = 120 lessons


	Below 85% Attendance
80% = 38 days absence = 160 lessons

75% = 48 days absence = 200 lessons



	Concern:
The concern is that these children are at risk of underachieving at school, as they are missing out on lessons and learning opportunities. They might achieve their target grades and have good opportunities for work, college and university, but will need to invest time in catching up any work missed.
	Concern:
Pupils with this level of attendance over an academic year, are missing at least 1 month of school per year and this is likely to have a detrimental effect on their achievement and it will be difficult for them to achieve of their best.
	Concern:

Pupils with this level of attendance (or below) over an academic year, are missing six weeks (or more) of their education and will find it difficult to keep up and achieve of their best. 

If attendance is 80% or below, then the pupil is missing a whole year of school over five years of attending. It will be almost impossible for them to keep up with their work and these pupils are at risk of serious underachievement. 

	Action:
Letter to parents informing them that their child’s attendance will be monitored at the next whole school termly review.
	Action:
Letter to parents informing them that their child’s attendance will be monitored at the next whole school termly review.
	Action:
Letter to parents requesting they attend an Attendance Meeting whereby an individual Attendance Action Plan will be set up.

There is the potential for involvement with external agencies.


At the most recent whole school termly review, your child’s attendance was [   %].  Therefore, in line with our Attendance Policy I am writing to inform you that you are requested to attend a meeting at school where an individual Attendance Action Plan will be set up. I have arranged a provisional date in my diary for [date] at [time]. If this is not a convenient time/day, then please contact the school as soon as possible to re-arrange this meeting. 
[A] From looking at the registers, I appreciate that there were extenuating circumstances, namely _________________________________ however, we still have a duty to write to you to inform you that your child’s attendance has fallen below 85%.

[B] I am pleased to note that your child’s attendance is an improvement on any previous monitoring; however, we still have a duty to write to you to inform you that your child’s attendance has fallen below 85%and therefore you are still requested to attend the meeting set up for you at school.
[C] It is also extremely worrying to note that your child’s attendance is a decline on any previous monitoring and therefore it is likely that support from external agencies will also be sought, when setting up an Attendance Action Plan.  
Attendance can only be improved by working together – school and home. If something is stopping your child coming to school, please come and talk to us about it. If your child’s absence is due to medical issues, please make the school aware of how this impacts upon attendance. 

If you wish to discuss any queries or concerns regarding your child’s attendance, please do not hesitate to contact me prior to the meeting date set out in this letter.
Yours sincerely

Mrs Rachael Shaw

Headteacher
LETTER 4: Celebrating an improvement in attendance to above 95%, at whole school termly attendance review.

[Date]

An improvement in attendance as noted at whole school termly review

Name of child(ren): [Name(s)]



Dear [Parent/Carer]

As you are aware, in compliance with Government guidelines, we have to regularly undertake checks on children’s attendance, and should a child’s attendance fall below 95%, we have a duty to write and inform parents. 
At a previous attendance review, your child’s attendance had fallen below the 95% threshold. However, I am now pleased to be able to inform you that their attendance has now risen to above this, at [   %].

This is a superb achievement and I thank you for your input in ensuring that your child’s attendance has improved.  I am sure that together – home and school – we can continue to improve on this, and your child will benefit from the regular attendance at school.

Yours sincerely

Mrs Rachael Shaw

Headteacher 
******************************Page left intentionally blank*************************************

LETTER 6: Failure to attend an Attendance Meeting
[Date]

Failure to attend attendance meeting
Name of child(ren): [Name(s)]



Dear [Parent/Carer]

I am sorry that you were unable to attend the arranged attendance meeting on [date] at [time], which progressed as planned, in your absence.
Please find enclosed, two copies of the action plan which was agreed during this meeting. It is hoped that you will support the recommendations. Please sign and return one copy of the action plan to school, and keep the additional copy for your own records.

Your child’s attendance and progress towards the agreed target will be reviewed by the school on [date]. At this individual review, the need for further action will be considered and you will be informed if your attendance is required in a subsequent meeting.

If you have any queries about the Attendance Action Plan, please contact myself at the school. 

Yours sincerely

Mrs Rachael Shaw

Headteacher 
Enc:  two copies of action plan
LETTER 7: Amended Attendance Action Plan to be sent home
[Date]

Amended attendance action plan
Name of child(ren): [Name(s)]



Dear [Parent/Carer]

As you know, due to the concerns we have regarding the attendance of your child(ren), we held an attendance meeting on [date], whereby an Attendance Action Plan was set up, and you were informed that your child’s attendance would subsequently be reviewed.

Having now carried out that review, I am pleased to see that there has been some improvement in attendance during the agreed review period, however, I still feel that attendance is a concern. 

I am not requesting a subsequent meeting with you, but have enclosed a copy of a revised Attendance Action Plan, which I hope you will support. 

Your child’s attendance and progress towards the revised target(s) will be reviewed by the school on [date]. At this individual review, the need for further action will be considered and you will be informed if your attendance is required in any subsequent meeting.

If you have any queries about the Attendance Action Plan, please contact myself at the school. 

Yours sincerely

Mrs Rachael Shaw

Headteacher 
Enc:  Revised Attendance Action Plan
LETTER 8: Invitation to second attendance meeting
[Date]

Second attendance meeting
Name of child(ren): [Name(s)]



Dear [Parent/Carer]

As you know, due to the concerns we have regarding the attendance of your child(ren), we held an attendance meeting on [date], whereby an Attendance Action Plan was set up, and you were informed that your child’s attendance would subsequently be reviewed.

Having now carried out that review, I am still concerned about your child’s attendance because it has continued to decline. Therefore, in accordance with our Attendance Policy, I am writing to inform you that you are requested to attend a second meeting at school where we will review the Attendance Action Plan we had created. Please note, that under the circumstances, it is likely that part of the revised Attendance Plan will include support from external agencies.

I have arranged a provisional date in my diary for [date] at [time]. If this is not a convenient time/day, then please contact the school as soon as possible to re-arrange this meeting. 
Yours sincerely

Mrs Rachael Shaw

Headteacher 
LETTER 9: Following an Attendance Meeting – attendance improved.
[Date]

Attendance improved as a result of an Attendance Action Plan
Name of child(ren): [Name(s)]



Dear [Parent/Carer]
As you know, due to the concerns we have regarding the attendance of your child(ren), we held an attendance meeting on [date], whereby an Attendance Action Plan was set up, and you were informed that your child’s attendance would subsequently be reviewed.

Having now carried out that review, I am pleased to inform you that the targets set for [pupil name] have now been achieved, and your child’s attendance will now return to being reviewed as part of the usual whole-school termly checks. 
This is a superb achievement and I thank you for your input in ensuring that your child’s attendance has improved.  I am sure that together – home and school – we can continue to improve on this, and your child will benefit from the regular attendance at school.

Yours sincerely

Mrs Rachael Shaw

Headteacher 
ATTENDANCE ACTION PLAN / REVIEW OF ACTION PLAN
	Name of child:


	Date of birth:
	Class:

	Attendees:


	Date of meeting:


	Attendance

	
	
	Current Attendance:
         %
	Authorised Absence
       %
	Unauthorised Absence
        %



	Agreed actions:
	By whom:
	By when:

	
	
	



	Signed on behalf of school: 


	Signed by parent/carer:


PERSISTENT LATENESS

LETTER 10 OR MORE DAYS LATENESS

[Date]

Persistent Lateness
Name of child(ren): [Name(s)]


Dear [Parent/Carer]

I am writing to express my concern at [pupil name(s)] arrival times at school. Between [date] and today, they have been late [number] of times.
Depending on how often the persistent lateness is, we carry out various actions, as listed below:
	10 or more Days
	10 or more days late in one academic term
Letter 11 - Letter sent to parent informing them that their child’s arrival time at school will be monitored.

	20 or more Days
	20 or more days late in one academic term
Letter 12 – Letter sent to parent to request a Persistent Lateness Meeting, whereby an individual Persistent Lateness Action Plan will be set up.
Further action may include the potential for involvement with external agencies.


Branston Junior Academy acknowledges that each family’s circumstances are different and we do our utmost to work in partnership with parents to provide the best education for every child. 
We believe that the welfare of pupils is of paramount importance, and that regular attendance throughout the year, arriving on time each day, is essential for a child’s success and fulfilment.

I am therefore writing to you to highlight the persistent late arrivals of your child, and to inform you that we will be continuing to monitor your child’s arrival times.  
Should the late arrivals continue, it may be that the school requests a meeting with you, to see how we can work together to improve your child’s arrival time.
Yours sincerely

Mrs Rachael Shaw

Headteacher

LETTER 11 20 DAYS OR MORE DAYS LATENESS
[Date]

Persistent Lateness
Name of child(ren): [Name(s)]


Dear [Parent/Carer]

At the most recent whole school termly review, your child’s persistent lateness was [   days].  
Depending on how often the persistent lateness is, we carry out various actions, as listed below:
	10 or more Days
	10 or more days late in one academic term
Letter 11 - Letter sent to parent informing them that their child’s arrival time at school will be monitored.

	20 or more Days
	20 or more days late in one academic term
Letter 12 – Letter sent to parent to request a Persistent Lateness Meeting, whereby an individual Persistent Lateness Action Plan will be set up.

Further action may include the potential for involvement with external agencies.


Therefore, in line with our Attendance Policy I am writing to inform you that you are requested to attend a meeting at school where an individual Attendance Action Plan will be set up. I have arranged a provisional date in my diary for [date] at [time]. If this is not a convenient time/day, then please contact the school as soon as possible to re-arrange this meeting. 

Yours sincerely

Mrs Rachael Shaw

Headteacher

[A] From looking at the registers, I appreciate that there were extenuating circumstances, namely _________________________________ however, we still have a duty to write to you to inform you that your child’s persistent lateness is now over number of days.
[B] I am pleased to note that your child’s persistent lateness is an improvement on any previous monitoring; however, we still have a duty to write to you to inform you that your child’s persistent lateness has increased and therefore you are still requested to attend the meeting set up for you at school.
[C] It is also extremely worrying to note that your child’s persistent lateness is an increase on any previous monitoring and therefore it is likely that support from external agencies will also be sought, when setting up an Attendance Action Plan.  

LETTER 12 PERSISTENT LATENESS LETTER: Celebrating an improvement in lateness to below 10 days, at whole school termly attendance review.

[Date]

An improvement in persistent lateness as noted at whole school termly review

Name of child(ren): [Name(s)]



Dear [Parent/Carer]

As you are aware, in compliance with our Attendance Policy, we also regularly undertake checks on children’s arrival times and should that child’s arrival time be identified as ‘persistent lateness’ (over 10 days), we write and inform parents. 
At a previous persistent lateness review, the number of times your child had arrived at school late had risen over the 10 day threshold. However, I am now pleased to be able to inform you that their lateness has dropped to [Number of days].

This is a superb achievement and I thank you for your input in ensuring that your child’s arrival time has improved.  I am sure that together – home and school – we can continue to improve on this, and your child will benefit from regularly arriving on time at school.

Yours sincerely

Mrs Rachael Shaw

Headteacher 
LATENESS ACTION PLAN

LETTER 13: Following a Persistent Lateness Meeting – sending home an Action Plan
[Date]

Persistent lateness meeting follow up letter and action plan
Name of child(ren): [Name(s)]



Dear [Parent/Carer]
Thank you for joining me at the Persistent Lateness meeting on [date].

Please find attached, the action plan that was agreed. It is hoped that you will support the recommendations as discussed.

Your child’s arrival times and progress towards the agreed target will be reviewed by the school on [date]. At this individual review, the need for further action will be considered and you will be informed if your attendance is required in a subsequent meeting.

If you have any queries about the Persistent Lateness Action Plan, please contact myself at the school. 

Yours sincerely

Mrs Rachael Shaw

Headteacher 

Enc:  Persistent Lateness Action Plan
LETTER 14: Failure to attend a Persistent Lateness Meeting
[Date]

Failure to attend persistent lateness meeting
Name of child(ren): [Name(s)]



Dear [Parent/Carer]

I am sorry that you were unable to attend the arranged persistent lateness meeting on [date] at [time], which progressed as planned, in your absence.

Please find enclosed, two copies of the action plan which was agreed during this meeting. It is hoped that you will support the recommendations. Please sign and return one copy of the action plan to school and keep the additional copy for your own records.

Your child’s arrival time and progress towards the agreed target will be reviewed by the school on [date]. At this individual review, the need for further action will be considered and you will be informed if your attendance is required in a subsequent meeting.

If you have any queries about the Persistent Lateness Action Plan, please contact myself at the school. 

Yours sincerely

Mrs Rachael Shaw

Headteacher 
Enc:  two copies of Persistent Lateness Action Plan

LETTER 15: Amended Persistent Lateness Action Plan to be sent home
[Date]

Amended persistent lateness action plan
Name of child(ren): [Name(s)]



Dear [Parent/Carer]

As you know, due to the concerns we have regarding the persistent lateness of your child(ren), we held a persistent lateness meeting on [date], whereby a Persistent Lateness Action Plan was set up, and you were informed that your child’s arrival time would subsequently be reviewed.

Having now carried out that review, I am pleased to see that there has been some improvement in your child(ren)’s arrival time during the agreed review period, however, I still feel that lateness is a concern. 

I am not requesting a subsequent meeting with you but have enclosed a copy of a revised Persistent Lateness Action Plan, which I hope you will support. 

Your child’s persistent lateness and progress towards the revised target(s) will be reviewed by the school on [date]. At this individual review, the need for further action will be considered and you will be informed if your attendance is required in any subsequent meeting.

If you have any queries about the Persistent Late Action Plan, please contact myself at the school. 

Yours sincerely

Mrs Rachael Shaw

Headteacher 
Enc:  Revised Persistent Late Action Plan
LETTER 16: Invitation to second Persistent Lateness meeting
[Date]

Second persistent lateness meeting
Name of child(ren): [Name(s)]



Dear [Parent/Carer]

As you know, due to the concerns we have regarding the persistent lateness of your child(ren), we held a persistent lateness meeting on [date], whereby a Persistent Lateness Action Plan was set up, and you were informed that your child’s persistent lateness would subsequently be reviewed.

Having now carried out that review, I am still concerned about your child’s persistent lateness because it has continued to increase. Therefore, in accordance with our Attendance Policy, I am writing to inform you that you are requested to attend a second meeting at school where we will review the Persistent Lateness Action Plan we had created. Please note, that under the circumstances, it is likely that part of the revised Persistent Lateness Plan will include support from external agencies.

I have arranged a provisional date in my diary for [date] at [time]. If this is not a convenient time/day, then please contact the school as soon as possible to re-arrange this meeting. 
Yours sincerely

Mrs Rachael Shaw

Headteacher 
LETTER 17: Following Persistent Lateness Meeting – lateness improved.
[Date]

Attendance improved as a result of a Persistent Lateness Action Plan
Name of child(ren): [Name(s)]



Dear [Parent/Carer]
As you know, due to the concerns we have regarding the persistent lateness of your child(ren), we held a persistent lateness meeting on [date], whereby a Persistent Lateness Action Plan was set up, and you were informed that your child’s persistent lateness would subsequently be reviewed.

Having now carried out that review, I am pleased to inform you that the targets set for [pupil name] have now been achieved, and your child’s arrival time will now return to being reviewed as part of the usual whole-school termly checks. 

This is a superb achievement and I thank you for your input in ensuring that your child’s arrival time has improved.  I am sure that together – home and school – we can continue to improve on this, and your child will benefit from attending school on time regularly.

Yours sincerely

Mrs Rachael Shaw

Headteacher 
PERSISTENT LATENESS ACTION PLAN / REVIEW OF ACTION PLAN

	Name of child:


	Date of birth:
	Class:

	Attendees:


	Date of meeting:


	Persistent Lateness

	
	
	Current Lateness:
         
	



	Agreed actions:
	By whom:
	By when:

	
	
	



	Signed on behalf of school: 


	Signed by parent/carer:


Child not arrived in school – no prior reason given for non-attendance.





If no reason given for absence, ‘Unexplained absence letter’ sent home.


Depending on reasons given when slip is returned; HT could take further actions including setting up some form of support for the family – Attendance Action Plan, Attendance meeting, TAC etc.











If parent gives reason for absence, HT acts as appropriate, which could include setting up some form of support for the family – Attendance Action Plan, Attendance meeting, TAC etc.











Child returns to school











If no reply/reason received:





Days 1-2: send Scholarpack message.





Day 3: Phone call and email, as well as Scholarpack message. Include message that HT will carry out Welfare Check on Day 4, if no contact made.





Day 4: Scholarpack message + Welfare Check by HT





Day 5: Scholarpack message + email to say that unless we hear by date of ‘Day 10’ that LCC will be informed that child is ‘Missing Education’.





Days 6-9: Scholarpack message sent every day.





Day 10: HT completes online form for child ‘Missing Education’ � HYPERLINK "https://snaps.lincolnshire.gov.uk" �https://snaps.lincolnshire.gov.uk�  




















NO reason for absence located.





Child registered as ‘unauthorised’.





Generic message sent out to parent(s) using Scholarpack – asking for reason for absence.





Reason located.





Use appropriate register code.





If reason is deemed to be ‘unauthorised’, HT will inform parent(s) as appropriate.





Admin and/or HT checks emails, Scholarpack and voicemails for any reasons for absence.





If immediate safeguarding concern:





Various actions can be taken:


Welfare check by HT


HT contacts safeguarding


HT contacts Police to request welfare check





The above actions can also be taken if there are safeguarding concerns at anytime in the process of ascertaining reasons for absence.





Parent requests an absence by completing a Leave of Absence (LoA) form





LoA form is examined by HT, with lower section completed for Admin.





Absence considered by HT 


to be ‘essential’





Absence considered by HT


to NOT be ‘essential’





“Accepting request” letter 


sent to parents.





Absence is recorded 


with appropriate code.





“Declining request” letter 


sent to parents.





Absence is recorded as “unauthorised”





Whole-school termly review of attendance carried out.





Attendance target NOT achieved.





Attendance Action Plan amended.





Letter 8 sent out, 2nd meeting planned with parent.





90-95%





Below 85%





85-89%





Letter 3 sent out.





Meeting set up with parent if not already been supported by school 





Individual Action Plan set up if appropriate 





Letter 2 sent out.





Letter to parents informing them that their child’s attendance will be monitored at the next whole school termly review.





Letter 1 sent out.





Letter to parent informing them that their child’s attendance will be monitored at the next whole school termly review.





Individual attendance review meeting held, as planned.





Parent does NOT attend meeting.





Letter 6 sent out with 2 copies of Action Plan. 


1 signed copy to be sent back to school.





Attendance improves at next termly review.





Letter 4 sent out.





Parent attends meeting.





Letter 5 sent out with 2 copies of Action Plan. 


1 signed copy to be sent back to school.





Attendance improves at next termly review.





Letter 4 sent out.





Attendance target achieved.





Attendance Action Plan amended.





Letter 7 sent out, with copy of revised Action Plan.


 New review date set.





2nd Target NOT achieved.





Advice sought from  external agencies as appropriate.





2nd Target achieved.


Letter 9 sent out. 





Child’s attendance returns to termly review.





At any point in actions being taken, if the reasons for absences(s) deem it appropriate it may be that it may be that further support is required eg; TAC, PSP, safeguarding, referrals to external agencies, EWO etc.





It might also be appropriate to consider reduced timetable or other similar actions (eg; medical reason(s) for absences) however this can only be used for specified timeframes and MUST have accompanying Health Care Plan in agreement with parent(s).





Whole-school termly of persistent lateness carried out





20 or more Days





10 or more Days





Persistent Lateness target improved, but still concerns.





Letter 15 sent out with revised Plan and advising of review date.





Persistent Lateness target NOT achieved.





No Letter hold meeting consider support, e.g. TAC etc.





Persistent Lateness target achieved - Letter 17 sent out.





Child’s persistent lateness returns to termly reviews.





Parent attends meeting.





Letter 13 sent out with Action Plan and advising of review date.





Parent does NOT attend meeting





Letter 14 sent out with 2 copies of Action Plan, 1 signed copy to be sent back to school.





Individual Persistent Lateness review meeting held as planned





Monitoring of arrival times return to termly.





Arrival time improves at next termly review.





Letter 12 sent out





Persistent Lateness target NOT achieved.





Letter 16 sent out advising of review date and possible attendance of external agencies.





Letter 11 sent out





Meeting set up with parent.





Individual Persistent Lateness Action Plan set up





Letter 10 sent out





Parents informed arrival time at school will be monitored.
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Branston Junior Academy: Application for Pupil Leave of Absence (LoA)





Pupil Name�
Class�
�
�
�
�
�
�
�
�
�
�



I would like to request a leave of absence from school, for the child(ren) detailed above, for the following period:





From: ___________________________  To: ______________________________





Please note, Headteachers are unable to grant any leave of absence unless there are exceptional circumstances.





Parents are also not permitted to remove their children from school during term time for a family holiday and if they do, any such absence will be registered as unauthorised.





Please provide details explaining your request for a pupil leave of absence:


____________________________________________________________________________________________


____________________________________________________________________________________________


______________________________________________








Signed: ___________________ (Parent/Carer)      Date: _________________





_ _ _ _ _ _ _ _ _ _ _ __ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _





For School Use:





Current attendance of pupil(s): ______%





Attendance Code to be used for this LoA request: 





Any further actions to be taken: ________________________________________________





Signed: ____________ (Headteacher)		Date: _____________
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Relevant sentences in letters, to be deleted or included as appropriate





Concerns:














Attendance Target:      





An attendance target of ____% has been set for your child(ren).





The attendance of your child(ren) will be reviewed on ______________________________ and you will be notified if further action is required. 








Concerns:














Persistent Lateness Target:      





A persistent lateness target of ____ days has been set for your child(ren).





The persistent lateness of your child(ren) will be reviewed on ______________________________ and you will be notified if further action is required. 











BJA: Attendance Policy

Review Date: Summer 2023               
Next Review: Summer 2024

