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Appendix B - Haughton Academy Specific Processes

1. Statement of intent

At Haughton Academy, we believe that regular school attendance is fundamental to ensuring
that every student can achieve their full potential, academically, socially, and emotionally. We
recognise that success in education opens doors to future opportunities, builds confidence and
fosters a strong sense of belonging.

We understand that barriers to attendance can be complex and varied. Therefore, we are
committed to cultivating a safe, inclusive, and supportive school environment where students
feel valued and understood. Our approach is rooted in empathy, early intervention and strong
relationships with families and external agencies.

As part of The Education Village Academy Trust, we acknowledge the interconnectedness of
attendance with curriculum quality, behaviour standards, SEND support, pastoral care, and the
effective use of resources such as student premium.

We are committed to:

o Promoting and modelling high attendance and its long-term benefits for students.

o Listening, understanding, and supporting students and families to overcome attendance
barriers.

o Ensuring fairness and equity, with particular attention to students with SEND and those
facing additional challenges.

e Intervening early and working collaboratively with other schools and agencies to
safeguard student wellbeing.

e Encouraging self-esteem and ownership of learning, helping students take pride in their
educational journey.

e Monitoring attendance data regularly to identify patterns and provide targeted support.

o Upholding statutory responsibilities, including the expectations set out in Section 7 of the
Education Act 1996.

o Taking appropriate action when students/families do not engage with support offered,
including statutory intervention where necessary, to protect every student’s right to an
education.

We aim for all students to attend school at least 96% of the time, and we will work firelessly to
support every young person in reaching this goal. Attendance is not just a number, it is a reflection
of our shared commitment to learning, growth, and future success.



2. Roles and responsibilities

At Haughton Academy, we actively promote the importance of good attendance and
punctuality at every opportunity. This includes sharing regular updates through attendance
bulletins and celebrating students who maintain excellent attendance or show significant
improvement, through a range of incentives and rewards.

However, we believe that the strongest foundation for good attendance lies in a genuine
partnership between the school, parents, carers, and the young person. By working together, we
can identify challenges early and find practical, supportive solutions that help every student feel
confident and able to attend school regularly.

Role of our Academy:

At Haughton Academy, we are committed to creating a school culture where excellent
attendance is expected, supported, and celebrated. We recognise that improving attendance
is a shared responsibility across all levels of the school community, from leadership to classroom
staff, and in partnership with families and external agencies.

e Foster a welcoming, safe, and positive environment where students feel valued and
supported.

e Build strong, trusting relationships with families, listening to and understanding barriers to
attendance, both in and out of school, and working collaboratively to remove them.

e Where barriers lie beyond the school’s control, work with external partners to help families
access appropriate support. This includes meeting with students and parents/ carers af risk
of persistent or severe absence, agreeing on actions, and reviewing progress regularly.

e Ensure all staff are clear on their responsibilities regarding attendance and apply
procedures consistently across the Trust.

e Maintain accurate admission and attendance registers and follow up on absences
promptly.

e Celebrate good and improving attendance through recognition and rewards.

e Promote a positive attitude toward attendance and punctuality, helping students
develop habits that will benefit them intfo adulthood.

e Provide additional support for students with mental or physical health needs or SEND.

e Communicate the importance of attendance through various channels including social
media, Parent Apps, letters, and postcards.

e Use correct attendance codes in line with statutory guidance, distinguishing clearly
between authorised and unauthorised absences.

e Assign a dedicated staff member or team to monitor attendance, analyse data and
provide targeted support.

e Appoint a Senior Leader as the Attendance Champion o lead the strategic approach to
attendance, with contact details available on the academy website.

e Ensure governors and the Trust Board maintain strategic oversight of attendance policy
and its impact.

e Infroduce all new parents/carers to the attendance policy and expectations, with
accessible formats available online or in print.

e Collaborate with other schools and agencies, including the Local Authority, to support
families where attendance is at risk.

e Share individual student attendance data daily with the Department for EQucation, in line
with national requirements.
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Leadership Responsibilities

The Principal and senior leadership tfeam oversee the day-to-day implementation of the
attendance policy and procedures.

Appoint a member of the Senior Leadership Team as the Attendance Champion.

Ensure all parents/carers are aware of attendance expectations and procedures.

Act early to address patterns of absence and ensure every student has access to full-time
education.

Arrange appropriate attendance training for staff.

Support the Attendance Champion in implementing the school’'s attendance strategy.
Report attendance data to the Education Standards Committee and highlight risks and
priorities.

Senior Leaders

e Hold the wider staff accountable for accurate and timely register completion.
e Escalate attendance concerns to the Principal and Attendance Champion.
e Ensure all staff understand their role in the whole-school attendance strategy.
e |dentify and address curriculum-related barriers to attendance.
Staff Responsibilities
e Follow and consistently apply the attendance policy.
e Model good attendance and punctuality.
e Use professional judgement to identify welfare concerns and escalate appropriately.
e Take accurate attendance registers and apply correct codes, with guidance from senior

leaders.

Attendance Champion

Lead the strategic approach to attendance across the school.

Develop a clear vision and strategy for improving attendance.

Monitor attendance trends and evaluate the impact of interventions.

Analyse data to identify areas for improvement and align strategies with DfE priorities.
Communicate regularly with students and families regarding attendance.

Follow up on persistent absence and liaise with the Local Authority regarding long-term
medical absences or student deletions from the register.

Role of our Parent/Carers

At Haughton Academy, we value the vital role that parents and carers play in supporting good
attendance and punctuality. Working in partnership with families is key to ensuring every student
can access their education fully and thrive.

We expect parent/carers to:

Ensure their child arrives at school on time, every day, ready to learn.

Inform the school prompftly if their child is going to be late due to unforeseen
circumstances, such as fransport issues or urgent appointments.

Notify the school before 8:30am on the first day of absence, providing a clear reason.
Continue to update the school daily if the absence extends beyond one day.

Keep the school informed of any circumstances that may result in extended absence.

Haughton Academy Attendance Process V1.0 September 2025



e Promote the value of regular school aftendance and encourage a positive attitude
towards being in school.

e Provide accurate and up-to-date contact details, including notifying the school of any
changes to phone numbers or addresses.

e Supply at least two emergency contact numbers and email addresses, in line with
safeguarding and attendance protocols so that we may contact you easily in an
emergency.

e Provide medical evidence for appointments for illness so that we may understand the
reasons for absence and implement appropriate support where needed. This may include
appointment slips, NHS app messages or confirmation texts.

e Amrrange medical appointments outside of school hours whenever possible. |If
appointments must occur during the school day, time out of school should be kept to a
minimum, and students should return to school the same day where practicable.

e Avoid taking holidays during term time, as these are not considered exceptional
circumstances and will be recorded as unauthorised absences. Penalty notices may be
issued by the Local Authority in partnership with the school.

e Complete a Leave of Absence form if requesting time off for exceptional circumstances
at least two weeks before the absence. Forms are available from the school office or
website.

¢ Understand their legal responsibility under Section 444 of the Education Act 1996 to ensure
their child’s regular attendance. Unauthorised absence may result in legal action.

Key contacts for attendance in school:

Leadership Group Link:
Senior leader and Attendance Champion, responsible for the strategic approach to attendance
in school.

e Mr Hinnigan, Assistant Headteacher — ahinnigan@educationvillage.org.uk

Office staff:
Responsible for the daily monitoring and chasing up of absences, the first point of contact for
reporting absences from school.
Attendance Team:
. Call: 01325 248117
o Email: attendance@haughtonacademy.org.uk

Education Welfare Officer:
Our Education Welfare Officer (EWO) is responsible for ensuring that all students attend school
regularly and are able to access their education safely. They will support students and families to
identifying barriers to attendance, offering guidance and early help, and working closely with
schools and other agencies.

e EWO - Mrs Liz Barrass — [barrass@educationvilloge.org.uk

Head of Year:
Responsible for pastoral care and support for their year groups, key contact for any issues
impacting a child’s school attendance.
e Head of Year 7 - Mrs Cruickshank - kcruickshank@educationvillage.org.uk
Head of Year 8 — Mrs Bell - sbell@educationvillage.org.uk
Head of Year 9 - Mr Cooper - mcooper@educationvillage.org.uk
Head of Year 10 — Miss Dee - edee@educationvillage.org.uk
Head of Year 11 - Mrs Charles - acharles@educationvillage.org.uk
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Role of our Students

At Haughton Academy, we have high expectations for student attendance and punctuality. We
believe that being present and on time is essential for learning, personal development and
building positive habits for life beyond school.

All students are expected to:

e Aftend school every day unless they are genuinely unwell or have authorised permission
for absence.

e Arrive at school on time, ready to begin the day positively.

e Go toregistration and all timetabled lessons punctually, showing respect for their learning
and that of others.

e Take part in all agreed school activities, including lessons, interventions, and enrichment
opportunities.

¢ Understand the importance of regular attendance through full participation in tutor time,
assembly and other related activities; and how it contributes to their academic progress,
wellbeing, and future success.

e Take responsibility for their attendance, with support from staff and families, and seek help
if they are struggling to attend.

These expectations are communicated regularly to students and families, and we work together
to support every young person in meeting them. Attendance is a shared commitment, and every
day in school counts.

Role of our Atendance Team

At Haughton Academy, our Attendance Team plays a vital role in supporting students, families,
and staff to maintain high levels of attendance and punctuality. Their work is central to
safeguarding, early intervention and ensuring every student has access to full-time education.
This team consist of the main Attendance Officers, Education Welfare Officer, Heads of Years,
Home Liaison Officers, and our SEND Team.

The Attendance Team is expected to:

e Investigate all cases of absence, ensuring that reasons are recorded accurately and
followed up promptly.

e Ensure parents/carers are aware of their legal duty under the Education Act 1996 to ensure
their child attends school regularly.

e Work collaboratively with families and school staff to improve attendance and
punctuality, aiming for all students to achieve at least 96% attendance.

¢ Informrelevant external professionals, such as a student’s social worker or youth offending
team worker, if there are unexplained or concerning patterns of absence.

e Refer cases to the Local Authority for statutory intervention where persistent absenteeism
continues despite thorough support and intervention. This includes:

o Providing details of students of compulsory school age who fail to attend regularly
or are absent for 10 consecutive days with unauthorised absence codes.

o Reporting students who may be considered Children Missing from Education.

o Referring students recorded with iliness codes (I) where there is reasonable belief,
they will miss 15 days or more (consecutively or cumulatively) due to medical
reasons.

e Support the school’s safeguarding responsibilities by ensuring attendance concerns are
escalated appropriately and monitored closely.
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Maintain accurate records and use correct attendance codes, in line with statutory
guidance and Trust policy.

Monitor attendance data regularly, identifying patterns and working with the Senior
Attendance Champion to implement targeted interventions.

Communicate effectively with students and families, offering support and guidance to
overcome barriers to attendance.

Ensure aftendance information is shared with the Department for Education daily,
conftributing to national data analysis and policy development.

The Attendance Team works in close partnership with the Senior Leadership Team, teaching and
support staff, external agencies and families to ensure that every student is supported to attend
school regularly and punctually.

Role of the Local Authority in partnership with schools:

Rigorously track local attendance data to devise a strategic approach to attendance
that priorities the students, student cohorts and schools on which to provide support to and
focus its efforts to unblock area wide barriers to attendance.

Provide each school with a named point of contact in the School Attendance Support
Team who can support with queries and advice and with who Targeted Support Meetings
will be held.

Maintain relationships with school leaders and offer opportunities to share effective
practice.

Show strategic leadership and work together with all schools to tackle common issues
around attendance and punctuality using common practices so that families receive the
same approach is they have children at several schools.

Meet with Academy to discuss key attendance concerns and data and to offer support,
at least twice a year.

Role of the Local Authority where attendance improvement work has been unsuccessful:

Parents/carers are expected to contact school prior to or at the outset of any absence
and work collaboratively with school staff to resolve issues together. This is nearly always
successful. If difficulties cannot be resolved in this way, the school may refer the child to
the Local Authority via a PACE or other formal meeting and then help the school in
providing additional support to resolve the situation by mutual agreement.

If other ways of trying to improve the child’'s attendance have failed and unauthorised
absences persist, local authority officers can issue sanctions such as *Penalty Notices or
prosecutions in the Magistrates Court. Full details of the options open to enforce
attendance at school are available from the school or the Local Authority.

*Please note that Penalty Notices can be issued by the Local Authority immediately following a
period of leave of absence (such as a holiday) that has not been authorised by the school.

Parents/carers or children may wish to contact the Local Authority themselves to ask for
help or information. They are independent of the school and will give impartial advice.
Their telephone number is available from the school office or by contacting the Local
Education Authority on Atfendance and Enforcement Officer.
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3. Attendance Register and Absence Coding

At Haughton Academy, we maintain accurate and consistent attendance records using the
SIMS electronic management information system. This ensures that student attendance can be
monitored effectively, analysed for patterns, and shared with relevant authorities when
necessary.

Register Procedures
Designated staff members will take the attendance register:
e At the start of each school day (Tutorial Time)
e Within the first 10 minutes of each lesson (Period 1, 2, 3, 4 and 5)
e At the beginning of the afternoon session (This is tied fo Period 4 lesson)
Each register will record whether students are:
Present
Absent

Attending an approved educational activity
Unable to attend due to exceptional circumstances

Registers must be completed promptly and accurately, using the national attendance codes to
ensure consistency across the Trust and compliance with statutory requirements.

Understanding Absence Codes

By law, schools must record every half-day absence as either authorised or unauthorised. This is
why it is essential that parents/carers provide clear and timely information about the reason for
any absence.

Authorised Absences may include:

e Genuine iliness
e Medical or dental appointments that cannot be scheduled outside school hours
e Emergencies or exceptional circumstances approved by the Head of School

Unauthorised Absences include:

e Arriving too late to receive a present mark (more than 30 minutes after the start of the
school day, arriving after 9:10am)

Staying home due to iliness of a sibling or other family member

Shopping trips, birthdays, or other non-essential activities

Family holidays taken during term time without authorised leave

Truancy

Only the school can legally authorise an absence. Parents/carers do not have this authority, and
not all absences supported by parents/carers will be authorised.

In some cases, authorised absences may be reclassified as unauthorised if new information
comes to light (e.g., astudent reported asillis later found to have been on holiday). Any changes
to register codes will be communicated openly and honestly with parents/carers.
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The following codes are used across the trust:
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Code Meaning Type
/\ Present at the school / morning \ afternoon Present Mark
B A’r’rendmg any other approved educational activity - Alternative Present Mark
Provision not arranged through the approved framework
CA Authorised Circumstance (see next page for breakdown) Authorised
Absence
Dual registered at another school
Attending Alternative Provision at another school site, Hospital
D : . . . Present Mark
education, Education at a secure / residential site
Off-site direction / managed move
E Suspended or permanently excluded and no alternative provision| Authorised
made Absence
Holiday not granted by the school or Term Time Leave not Unauthorised
G
granted by the school Absence
. . Authorised
I lliness (not medical or dental appointment) Absence
Leave of absence for the purpose of attending an interview for | Authorised
J1 o . e
employment or for admission to another educational institution Absence
Attending education provision arranged by the Local Authority;
K Home Tutoring; Approved Framework for Alternative Provision or | Present Mark
Blended Learning
L Late arrival before the registers have closed Present Mark
. . Authorised
M Afttended a medical appointment Absence
N Reason for absence not yet established UHOLK/IZSIIISGd
O Absent in other or unknown circumstances Unauthorised
Absence
P Participating in a sporting activity Present Mark
Q Unable to attend the school because of a lack of access Not expected
arrangements to attend
.. Authorised
R Religious Observance AbSEnce
Leave of absence for the purpose of studying for a public .
L . . i e Authorised
S examination. Must be used sparingly with revision opportunities in
school Absence
T Parent travelling for occupational purposes, and the student has | Authorised
attended for at least 200 sessions in preceding 12 months. Absence
U Arrived in school after registration closed Unauthorised
Absence
Vv Attending an Educational Trip or Visit Present Mark
W Attending Work Experience Present Mark
X Non-compulsory school age student not required to attend Not expected
school to attend
8




v Unable to attend school because of unavoidable cause (see next| Not expected
page for breakdown) to attend

VA Prospective or previous student not on admission register Not expected
to attend

*The Y code: Unable to attend school because of unavoidable cause, is broken down into the

following sub codes to provide better differentiation of the reason:

Code Meaning Type
Y1 Unable to attend due to transport normally provided not being |Not expected
available to attend
Y2 Unable to attend due to widespread disruption to tfravel Not expected
to attend
V3 Unable to attend due to part of the school premises being closed.|Not expected
For example, this may be due to damage or teacher strikes. to attend
Unable to attend due to the whole school site being
Not expected
Y4 unexpectedly closed. For example, extreme weather, damage,
. to attend
no hot water, or heating.
Unable to attend as student is in criminal justice detention. For
example, in police detention, remanded to youth detention, |Not expected
Y5 o . . .
awaiting trial or sentencing, or detained under a sentence of to attend
detention.
Unable to attend in accordance with public health guidance or
_ . . Not expected
Yé law. Contrary to or prohibited by any guidance relating to the
.. o . - . to attend
incidence or transmission of infection or disease.
Unable to attend because of any other unavoidable cause. For
7 example, an emergency has prevented the student from Not expected
attending. The unavoidable cause must be something that to attend
affects the student, not just the parent.

AThe C code: Authorised Absence is broken down into the following sub codes to provide
better differentiation of the reason:

Code Meaning Type

Leave of absence for exceptional circumstances. Where a
C leave of absence is granted, the school will determine the Authorised
number of days a student can be absent from school. A leave Absence

of absence is granted entirely at the school’s discretion.
Leave of absence for the purpose of participating in aregulated | Authorised
C1 .

performance or undertaking regulated employment abroad. Absence
Co Leave of absence for a compulsory school age student subject to] Authorised
a part-time timetable. Absence
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Medical Evidence and Persistent Absence

When a student’s attendance falls below 94%, or at least 8 days absence, the school will require
medical evidence for appointments for illness so that we may understand the reasons for
absence and implement appropriate support where needed. This may include copies of
appointment slips or letters, NHS app messages or confirmation texts. Working together to
understand a child’s attendance may prevent the implementation of attendance procedures.

If a student is repeatedly absent due to iliness, the school may request written permission to make
enquiries or seek further evidence. Students are expected to attend school when they are well
enough, even with minor ailments such as headaches or colds — in line with NHS guidance. We
are happy and able to support your child by administering medication in school if needed,
please contact your child’s Head of Year if you require this support.

Statutory Reporting
In line with statutory duties, the school will:

e Refer cases of persistent absenteeism to the Local Authority where attendance remains
below 90% despite intervention.

e Report students with 10 or more unauthorised sessions (5 days) within a 10-school-week
period, which may span across terms or academic years.

e Refer students recorded with illness codes (I) who are expected to miss 15 days or more
(consecutively or cumulatively) due to medical reasons.

e Report students absent for 10 consecutive days with unauthorised codes as a ‘Child
Missing from Education’.

These procedures ensure that attendance is managed fairly, consistently, and in line with national
expectations, safeguarding every student’s right to a full-time education.
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4. School Procedures

Registration and Punctuality

In accordance with legal requirements, Haughton Academy takes an electronic register twice
daily, once at the beginning of the morning session and once at the start of the afternoon session.
Registers remain open for 30 minutes from the start of the school day, as outlined in the
Department for Education’s guidance “Working Together to Improve School Attendance”
(February 2024, Page 77, Paragraph 289).

o Late Arrivals Before Registers Close
Students arriving within the 30-minute registration window will be marked with code L
(Late before registers close), which counts as a present mark. The number of minutes late
will be recorded.

o Late Arrivals After Registers Close
Students arriving after the register has closed (9.10 am) will be marked with code U (Late
after registers close), which is recorded as an unauthorised absence for the entire
session.

e Persistent Lateness
If a student receives 10 unauthorised U marks within 10 school weeks, the school may
initiate Local Authority attendance procedures. This could result in a penalty notice
being issued if attendance does not improve despite support.

e Authorising Absence
Only the Headteacher has the authority to approve absences. If a reason for absence is
not provided at the time of registration, the absence will be recorded as unauthorised
(code O) until a satisfactory explanation is received. If the reason is deemed
unsatisfactory or cannot be evidenced, the absence will remain unauthorised.

e Aftendance Queries and Evidence
Staff may ask questions regarding a student’s attendance or punctuality and, where
appropriate, request supporting evidence.

Absence Procedures
If your child is absent, parents/carers must:
e Contact us as soon as possible on the first day of absence and by 8:30am each morning.
e Contact us each day throughout the duration of your child’s absence to keep us up to
date with their progress.
These absences can be reported by contacting the school Attendance Team.
e Call: 01325248117

e Email: attendance@haughtonacademy.org.uk
e Report through School Gateway.

When phoning or messaging in for a student who is off school, an appropriate reason for the
absence will be required. Just stating the student is ill/unwell/not well/poorly etc, will not be
classed as an authorised absence.

Haughton Academy Attendance Process V1.0 September 2025


mailto:attendance@haughtonacademy.org.uk

First Day Absence
Parents/carers must notify the school by 8:30am if a student is absent. If no contact is received,
the school will attempt to reach you the same day, as a safeguarding measure.

If your child remains unwell the following day, you must contact the school again by 8:30am.

Where attendance concerns already exist, a home visit may be made even if a reason has
been provided. The purpose of the home visit is to offer support and guidance and to ensure
there are no underlying issues which may prevent a child from attending school.

Unexplained Absence
If we receive no contact from home to explain the reason for absence, the school will:

o Contact you by phone or text on the first day.

o If there is no response, we will conduct a home visit on the same day and each
subsequent day to ensure the child is safe.

e Inform relevant professionals or agencies if appropriate.

Home visits/School Welfare check:
If a student is absent for 3 days or more a home visit may be carried out by the school
Attendance Team to check how the student is and to offer support if needed.

Welfare checks:

The school will refer to the local authority after 5 days if a reason for absence has not been
provided and we have received no response to the school’'s attempts to contact home. A
welfare check will be carried out by one of their Family Support Workers to try and establish
reasons for absence, return dates and offer support if needed.

Continued Absence Procedures

If a student is absent for three days without contact or being seen, the school’s pastoral and
safeguarding teams will make reasonable efforts to reach you, including contacting known
friends or family.

If contact remains unsuccessful, a home visit will be made to check on the student’s wellbeing.
The school may also notify the Local Authority.

Where attendance concerns exist, parents/carers will be invited to a meeting to discuss barriers
and agree an action plan. If attendance does not improve, the school will refer the case to the
Local Authority as per guidance and legislation.

Understanding Attendance Figures
We support families in understanding attendance data and setting realistic goals. For context:

e 95% attendance = 10 days missed (2 weeks)
e  90% aftendance = 20 days missed (4 weeks)
e 85% afttendance = 30 days missed (6 weeks)
e 80% afttendance = 40 days missed (8 weeks)

The DfE defines ‘persistent absenteeism’ as attendance below 90%. While 0% may seem high in
other contexts, it equates to missing half a day of school every week, equivalent to half a year
over five years.
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Children Missing from Education (CME)

All Local Authorities have a legal responsibility to identify young people who are missing from
education (CME) and those who are at risk of missing education. Where necessary, Local
Authorities must return such young people to a suitable education provision.

This responsibility also applies to all young people of compulsory school age who are not on a
school roll or are receiving suitable education elsewhere but have been out of any education
for a substantial period. This is usually more than four weeks.

At Haughton Academy, we have a legal duty to investigate first and will notify the Local Authority
if a student’s whereabouts are unknown.

Supporting Students with Health Needs

If your child is absent for more than 15 days (consecutively or cumulatively) due to medical
reasons, we will work with you and the Local Authority to ensure access to appropriate
education, including exam preparation. Medical evidence will usually be required. Support may
also extend to siblings if the family is temporarily relocated due to health needs.

Part-Time Timetables

All students are entitled to a full-tfime education (minimum 25 hours per week). In exceptional
cases, a temporary part-time timetable may be agreed, for example, during recovery fromillness,
as part of a phased return to full-time education.

e Part-time timetables must be reviewed weekly and last no longer than four weeks.
e Absences during agreed part-time arrangements will be marked as authorised (Code C2).
e Part-time timetables will not be used to manage behaviour.

Persistent and Severe Absence

e Persistent Absence: Attendance below 90%.
e Severe Absence: Attendance below 50%.

We will notify you if your child’s attendance falls into these categories and work with you to set
clear, achievable targets. For example, we may focus on attending a certain number of days to
move above the 90% threshold.

Poor attendance can significantly affect outcomes. If you are facing challenges, please contact
us early, we are here to help. We may offer meetings and refer to support services to address
barriers to attendance.

If attendance does not improve and there is imited engagement, we will refer the case to the
Local Authority.

School Refusal and Reluctant Attendance
If your child is reluctant to attend school, please speak to us as soon as possible, especially if the

issue relates to curriculum access, wellbeing or bullying. These issues can be resolved with support,
but early communication is key.
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Supporting reluctance by keeping your child off school can worsen the situation. We urge you to
work with us to find a positive way forward.

Leave of Absence During Term Time

Requests for leave during term time, for example, to participate in performances or competitions,
must be discussed with the school in advance. Approval is at the discretion of the Headteacher
and will depend on:

e The nature and frequency of the activity
e Whether a valid performance licence is held (if applicable)
e Whether education will be provided during the absence

Requests for early departure or late arrival for coaching/training will only be considered if the
activity includes educational provision. Regular absences for such purposes are unlikely to be
authorised.

Leavers

If you plan to move your child to another school outside of the usual transition points (end of Year
6 or Year 11), you must inform the Principal in writing. Please include:

e Reason for the move
e Proposed move date

e New address

o« Name and start date of the new school (if known)

This ensures we meet our legal duty to prevent children from going missing during school transfers
and allows us to share relevant information with the new school. This also gives us the opportunity
to discuss any concerns prior to a move.

Elective Home Education (EHE)

We do not recommend EHE and believe that the best place for a child to learn is school. If you
are considering home education, we will arrange a meeting with you and relevant professionals
to discuss your decision. Home education is a significant commitment, and we encourage you
to consider:

e Your ability to provide a suitable education
e How your child will access qualifications
e Whether your provision allows for a return to school if needed

We are required to notify the Local Authority before removing your child from the school roll. The
Local Authority will assess the suitability of your provision and may take legal action if it is found
to be inadequate.

Students Who Do Not Start School

If a student allocated a place in Year 7, does not start school and we cannot make contact

within 10 days of the expected start date, we will refer the case to the Local Authority. These
students are considered Children Missing Education (CME).
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5. Attendance Interventions

The school try to offer an intervention package that helps raise the profile of attendance across
the school and the impact attendance has on school life. We aim to challenge students,
parents/carers to strive to have the best attendance possible and support them on that journey.

Tutor Group conversations:

e PowerPoints sent out by Culture for Learning Lead on a Monday to all futor groups

e PowerPoints will include whole school, year group, tutor and individual attendance data

e Tutors to go through attendance data with their tutor groups and individuals, tutor specific
data displayed in tutor groups

HOY/Attendance Officer Conversations:

e HOY or Attendance Officer will identify students whose attendance has started to drop

e They will try to establish if there are any reasons for absence, patterns or need for support,
discussions to take place following assembly or during tutor walks on a morning

e Next steps will be discussed if attendance drops; formal meeting, parent/carer meeting,
support or possible legal action

Student meeting:

e Formalised meeting in school with HOY or Attendance Officer can include support workers
or SLT

e Paperwork completed aiming to identify any barriers or obstacles impacting attendance

e Looking at support that can be offered if needed

e Next steps to be discussed if attendance continues to drop, parenting contract, possible
legal action

Attendance Meeting:
e Invitation to attend school for an attendance meeting and to look at going through an
attendance
e Focus

Legal Action:

If attendance continues to drop following invitation to parent/carer meeting, a referral will be
made to look at legal action to support improving attendance (See legal action section).

Letters:
Parents/carers will be kept updated about their child’s attendance via school reports and letters

that will be distributed at certain times of the year. Letters will be triggered at certain missed days
- these can be seen in the flowchart below.
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PA LETTER
Under 90% PA letters
will be sent within the
first week in
September from the
previous year.

ALL ATTENDANCE
FORNIGHTLY CONVERSATIONS
Group and individual
conversation held in tutor time

STAGE ONE LETTER

Sent after 4 days
4 DAYS ABSENCE/<93%

|jl> absence
Pupil set to Stage 1 on AStar

TUTOR MEETING
Attendance.
STAGE TWO LETTER
Sent after 10 days

10 DAYS ABSENCE absence further
PUPIL MEETING absence needs

Pupil sef to Stage 2 on AStar medical evidence.
Attendance.

2

13 DAYS ABSENCE/ STA&EHLHSRGE; :'(E: TER
5 DAYS UNATUORISED attendance meeting
PARENT MEETING ® with HOY
Pupil set to Stage 3 on AStar
Attendance. é week process,
parent contract started,

LETTER

REVIEW MEETING Invite sent for review
Review of attendance meeting meeting
after 3 weeks

s

LEGAL ACTION
Pupil set to Stage 4 on AStar
Attendance. If attendance
has continued to drop
during/following the
monitoring, legal action will be
submitted

REVIEW MEETING
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POSITIVE LETTER
Sent every half term
for students above
96%

IMPROVEMENT
LETTER
Issued after 4 weeks
if attendance has
improved.
Pupil removed from
Stage 1

IMPROVEMENT
LETTER

Issued after 4 weeks

if attendance has
improved.
Pupil set to Stage 1

DID NOT ATTEND
LETTER
Minutes of the

meeting sent out to

parents.

IMPROVEMENT
LETTER
Issued following
successful
completion of the

parentfing contract.

*

SUCCESFULLY PASSED
Pupil set to Stage 2/1 on AStar
Aftendance. Attendance to
confinue to be monitored
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6. Legal Sanctions

Legal Duty

As a parent or carer, you have a legal responsibility to ensure your child attends school regularly
and on time, as set out in the Education Act 1996.

Our Approach

At Haughton Academy, we see legal sanctions as a last resort. Our priority is to work closely with
families to improve attendance through open, honest, and positive relationships. However, we
must also make clear the importance of regular attendance and our commitment to ensuring
every young person receives their right to a suitable education.

Attendance Concerns

If your child’s attendance drops below 93% without a valid reason, you will receive a letter from
us expressing our concern. Continued absences may mean your child is classed as a “persistent
absentee” by the Department for Education (DfE).

If unauthorised absences continue, including reaching 10 unauthorised absences in 10 school
weeks, you will receive an early concern letter. Your child’s attendance will then be closely
monitored for four weeks.

If there are further unauthorised absences during this period, you will be invited to a meeting to
discuss any barriers to attendance and agree on a support plan. Meetings are usually held in
person at school, but we can also arrange online or telephone meetings if needed.

After the meeting, attendance will be monitored for another four weeks. If unauthorised
absences continue, a review meeting will be held to update the support plan. Further
unauthorised absences within a subsequent four-week period will usually result in a referral to the
Local Authority for possible legal action.

Penalty Notices
The Local Authority can issue fixed penalty notices (fines) or prosecute parents/carers for poor
attendance. If a penalty notice is not paid, the Local Authority may refer the case to court.

Penalty notices may be issued for:

e Unauthorised term-time holidays
e Poor attendance
e Persistent lateness (arriving more than 30 minutes after the start of the school day)

If attendance does not improve after support has been offered, possible consequences include:

e A fine of £80* per child, per parent/carer if paid within 21 days, or £160* if paid within 28
days. Failure to pay may lead to prosecution in Magistrates’ Court.

e The Local Authority may take court action under Section 444 of the Education Act 1996,
which could result in fines up to £2,500 or imprisonment.

¢ In some cases, action may be taken under the Children Act 1989 to protect your child’s
welfare.

*Please note: These amounts apply from September 2024. Previously, fines were £60 and £120.
17
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Leave of Absence During Term Time

Taking time off during term time affects your child’s education. There is no automatic right to
term-tfime leave, and all requests must be made at least six weeks in advance. Only exceptional
circumstances will be considered for authorisation by the Headteacher, who will review each
case individually.

Requests submitted after the absence cannot be authorised. When considering a request, please
note:

e The importance of settling in when a student is new to school
e The impact of absence before or during assessments

Absence during term time can cause your child to fall behind and miss out on school events. Staff
must also divert attention to help students catch up, which affects the whole class.

For these reasons, holidays during term time will not be authorised. Please submit the Request for
Absence Form at least two weeks before the planned absence. Even if this is not possible, the
form should still be completed. The school may request the Local Authority to issue a penalty
notice for unauthorised absences.

Penalty notices require each parent to pay £80* per child if paid within 21 days, or £160 if paid
within 28 days. Failure to pay may result in prosecution.

Legislation and Guidance

This policy follows the DfE's guidance ‘Working together to improve school attendance’
(February 2024) and is based on the following legislation:

Part 6 of The Education Act 1996

Part 3 of The Education Act 2002

Part 7 of The Education and Inspections Act 2006

The Education (Student Registration) (England) Regulations 2006 (and amendments in
2010, 2011, 2013, 201¢)

e The Education (Penalty Notices) (England) (Amendment) Regulations 2013

This policy also refers to DfE guidance on the school census and the persistent absence threshold.
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7. School Recognition:

We will also celebrate your child’s success with you. During your child’s time at Haughton
Academy, we aim to try and recognise when they have been shown to meet the school’s
attendance expectations. We are always striving to find new ways to celebrate students’ success
with attendance and some of our current and previous recognition schemes are shown below.

Individual
recognition

Students with good (above 96%) or outstanding (100%) attendance will
be presented with recognition badges to be worn on their school
blazer or tie

Students meeting the expectations around attendance will receive
recognition certificates

Students who have made improvements with their attendance will be
acknowledged by a recognition certificate

Students who finish the year with 100% attendance will be presented
with a certificate and a gift voucher to recognise this achievement
Students who consistently meet the expected attendance levels will
be eligible to go on the school reward activities some of which include
theme park visits, cinema trips, bowling, ice-skating and many more
Prize draws for positive attendance and improved attendance will
take place throughout the year

Tutor group
recognition

Tutor groups in each year group with the highest attendance at the
end of each half terms can win a pizza lunch for their tutor groups
The highest attending tutor group in each year group each week will
win a tub of sweets

Trophies will be distributed to the tutor groups with the best
attendance

Social media:

We will regularly use the school’s social media accounts to promote positive attendance as it
happens across the year. This will recognise individual achievements and milestones as well as
tutor and year group positive stories. It is important for us as a school to raise awareness of the
importance of attendance with our parents/carers and showcase the students that meet the
expected standards for attendance.
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8. Advice and Tips for Parents:

Making sure your child knows that your expectation is that they attend school will make it easier
throughout school. Not allowing unnecessary days off will mean your child does not fall into a
bad attendance pattern that can be difficult to break.

Talk to you child about attendance:

Attendance is a parent/carer and student responsibility. Let your child know that you think
attending school daily is important

Show them you are interested in their school activities and tell them you want them to do
well in school

Become involved in your child’s school life and school activities

Check homework

Set good examples and enforce rules

Speak well of the school and staff as this will influence how they feel about school

Keep in regular contact with the school about attendance and talk to your child to let
them know you have spoken to someone

Have a copy of your child’s timetable up somewhere, you can then start to notice any
patterns when they are saying they are ill. It may be certain days or subjects. Don't just let
them stay off as this promotes avoidance and will not solve the issue. Send them into
school and contact their Head of Year to discuss

Make sure they are aware you do not approve of them missing school

Reward or recognise good attendance where possible, this includes any improvements
made to attendance

Lateness also reduces a child’'s chance of success, challenge repeated lateness and talk
through ways to improve this through better routines.

Do not:

Provide inappropriate excuses for your child to miss school, it becomes difficult to stop
once you start making excuses for them not to attend

Let them take time off for minor ailments — particularly those that would not prevent you
from going to work

Expect or let older children stay home from school to look after younger siblings

Let children persuade you to make excuses for them not to attend. Don’t give up

Establish a routine:

Tiredness can be one of the main causes of minor ailments for children. A good sleep
routine is essential to make sure children are prepared for school
Set a bedtime schedule and time. Age should be a factor
Introduce rules and limits around phone, computer and tablet use on a night. The blue
light from devices can make it difficult for the brain to switch off and makes sleeping
difficult
If needed think about switching the internet off at a certain time or having a rule that
phones, computers or tablets are not taken to bed
Plan ahead, try to get bags and equipment ready the night before to save any issues the
following day
Provide an alarm clock for children and teach them how to set this. For students who need
more time to get ready set this alarm for 30 minutes before they need to get up
Have your child walk to school or get the bus with a friend who has good attendance and
is on time
Have a back-up plan for things like cold weather, rain, cars not starfing
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Speak to school:

Attend school meetings and parents’ evenings. This shows your child you value school
Use the school absence reporting procedure when needed

If available provide the school with a copy of any doctor or medical notes, or a
photocopy of any medication

If your child has started trying to avoid school arrange a meeting with key staff early
Contact school if you have any concerns around your child’s attendance

Check school bags, blazer pockets and planners for key messages or letters than can
often be forgotten

Make sure you are up to date with the school calendar for key dates, holidays and events.

21
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9. Appendix

1. Attendance Banding:

DESCRIPTOR Attendance Number of | Whole days Learning
threshold days missed hours missed
BAND 1
OUTSTANDING 100% 190 days 0 0
98% - 100% 99% 188 days 2 10
98% 186 days 4 20
BAND 2
GOOD 97% 184 days 6 30
95% - 97.99% 96% 182.5 days 7.5 37.5
95% 180.5 days 9.5 47.5
BAND 3
94% 179 days 11 55
REQUIRES 93% 177 days 13 65
IMPROVEMENT 92% 175 days 15 75
90% - 94.99% 91% 173 days 17 85
90% 171 days 19 95
BAND 4
89% 169 days 21 105
UNSATISFACTORY 88% 167 days 23 115
85% - 89.99% 87% 165 days 25 125
86% 163 days 27 135
85% 161.5 days 28.5 142.5
159.5 days
SERIOUS CAUSE FOR 83% 158 days 32 160
CONCERN 82% 156 days 34 170
Under 85% 81% 154 days 36 180
UNDER 80%
22
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2. Banding Descriptors:

BAND

ATTENDANCE BAND DESCRIPTIONS

1

Outstanding 98% - 100%

Your attendance is well above the national average (95%)
Congratulations on your outstanding attendance. You are giving yourself
the best chance to succeed in school and beyond.

Good 95% - 97.99%

Your attendance is above the national average (95%)

Continue the good work and aim to move into band 1 for a greater
chance of success within school.

Requires Improvement 90% - 94.99%

You are below the national average (95%)

You are at risk of falling behind in your studies and could be at least 1
grade below your target if improvements are not made. Attendance
monitoring with staff in school will begin.

Unsatisfactory 85% - 89.99%

You have fallen into the persistent absentee category (Under 90%)

Your attendance without improvement will start to significantly impact the
progress you make within school. You are likely to be at least 2 grades
below your target if this confinues. Attendance monitoring and
interventions will be put in place.

Serious Cause for Concern 85% and below

You have fallen into the persistent absentee category (Under 90%)
Attendance that confinues in this range is a serious concern for the
progress you make within school and social development. The school may
consider legal action if improvements are not made.
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3. The school day:
Morning mark and punctuality:
All learners must be in school for the start of the school day as shown below. If learners arrive after

this fime they should proceed to the main reception where they will be marked as late. Registers
close at 9:05am at which point students arriving after that time will miss their morning mark.

Year Group Start Time Entrance
7-11 8.35am Main entrance gate

If a student is late to school without a valid reason, they will receive a consequence in line with
our behaviour system. If a pupil is late after register is closed a sanction of a same day break
detention will be issued. Repeated lateness will hit further sanctions following the behaviour
trigger system.

Although you may not realise it, repeated lateness results in your child missing a lot of school and
has an adverse effect on their achievement. For example, a child who is repeatedly 10 minutes
late to school every day will miss 6 days of school every year.

If a student is regularly late this can result in them losing their morning mark which can lead to
potential legal action being issued.

Time lost through LATENESS...
Minutes Late (a day) A week A year Across five years
5 25 minutes 3 school days 15 school days
10 50 minutes 6 school days 30 school days
15 ] hogr and 15 9 school days 45 school days
minutes

20 ] hogr and 40 12 school days 60 school days
minutes

25 2 hogrs and 5 16 school days 80 school days
minutes

30 2 hou.rs and 30 19 school days 95 school days
minutes

Afternoon mark and end of the day:
Afternoon registers will be taken at 1.10pm. If a student leaves school before this fime they will
miss their afternoon attendance mark which will impact their overall attendance.

Years 7, 8, 9 & 10 finish at 3.10pm each day.

Identified Year 11 students may have a revision/intervention/support session starting at 3.10pm
which they will be expected to attend when requested as part of their school day. The extra
session timetable will be communicated to parents/carers and students. The amount of time they
will be expected to stay back will be between 30 minutes and up to 50 minutes.
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