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POLICY STATEMENT
This policy applies to Stormont School which is part of the St Albans Education Group. This policy
is reviewed and updated triennially and is available on the School website.

Stormaent believes that in order to facilitate teaching and learning, good attendance is essential.
Pupils cannot achieve their full potential if they do not regularly attend school.

We understand that barriers to attendance are complex, and that some pupils find it harder than
others to attend school; therefore, we will continue to prioritise cultivating a safe and suppaortive
environment at school, as well as strong and trusting relationships with pupils and parents.

We take a whole-school approach to securing good attendance and recognise the impact that our
efforts in other areas - such as the curriculum, behaviour standards, bullying, SEND support, and
pastoral support can have on improving pupil attendance.

We are commitied to:

e Promoting and modelling high attendance and its benefits.

e Ensuring equality and fairness for all.

e Intervening early and working with other agencies to ensure the health and safety of our
pupils.

e Building strong relationships with families to overcome barriers to attendance.

o  Working collabeoratively with other schools in the area, as well as other agencies.

e Ensuring parents follow the framework set in section 7 of the Education Act 1996, which
states that the parent of every child of compulsory school age shall cause them to receive
efficient full-time education suitable to their age, ability and aptitude, and to any SEND they
may have, either by regular attendance at school or otherwise.

e Ensuring our attendance policy is clear and easily understood by all staff, parents and
pupils.

e Regularly menitoring and analysing attendance and absence data to identify pupils or
cohorts that require more support.

The school's attendance officer is Louise Martin, and can be contacted via
Imartin@stormontschool.org. Staff, parents and pupils will be expected to contact the attendance
officer for gueries or concerns about attendance.

LEGAL FRAMEWORK
This policy has due regard to all relevant legislation and statutory guidance including, but not
limited to, the following:

e [Lducation Act 1996

e [Lquality Act 2010

e The Education (Pupil Registration) (England) Regulations 2006 (as amended)
e DfE (2022) 'Working together to improve school attendance'

e DfE (2016) 'Children missing education'

o DfE (2022) 'Keeping children safe in education (KCSIE) 2022'

e DfE (2023) 'Providing remote education’
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This policy operates in conjunction with the following school policies and related documents:

o Complaints Palicy

e (Children Missing from Education

o (Child Protection and Safeguarding Policy

e Behaviour Policy

e Special Educational Needs and Disabilities (SEND)
e Pupil Mental and Physical Health Policy

DEFINITIONS
The School defines the terms ‘absence’, 'authorised absence’, ‘unauthorised absence’, and
‘persistent absenteeism’ as below.

Absence;

o Arrival at School after the register has closed.
e Not attending school for any reason.

Authorised Absence:

e Anabsence for illness or injury for which the School has granted leave.

o Medical or dental appaintments which unavoidably fall during school time for which the
School has granted leave.

o Religious or other cultural observances for which the School has granted leave.

e An absence due to a family emergency.

Unauthorised Absence:

e Parents keeping children away from school unnecessarily or without reason.

e Truancy from timetabled School activities.

o Absences which have not been properly explained.

o Arrival at School after the register has closed.

o Absence due to shopping, looking after other children, or birthdays.

e Absence due to day trips and holidays in term time which have not been agreed.
e Leaving School for no reascn during the day.

Persistent Absenieeism:
o Missing 15% or more of schooling across the academic year for any reason.
Truancy

e Anyintentional, unjustified, or unauthorised absence from education. Truancy is a
deliberate absence by a pupil and includes ‘internal truancy’ where a pupil is present in
school but is not attending lessons or other timetabled activities and 'external truancy’
where 3 pupil leaves the school site without permission or does not report to school.

ROLES AND RESPONSIBILITIES
The Governors have overall responsibility for:
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Monitoring the implementation of the attendance policy and procedures of the Schoal.
Ensuring that this policy, as written, does not discriminate on any grounds including, but
not limited to, ethnicity/national origin, culture, religion, gender, disability or sexual
orientation.

Handling complaints regarding this policy as outlined in the Schools Complaints Policy.
Having regard to 'Keeping Children Safe in Education’ when making arrangements to
safeguard and promote the welfare of children.

Ensuring there is a Children Missing Education Policy in place, and that it is regularly
reviewed and updated.

The Head is responsible for:

The day-to-day implementation and management of the attendance policy and procedures
of the School and distributing these to parents.

Appointing a member of staff to the attendance officer role.

Ensuring all parents are aware of the school's attendance expectations and procedures.
Ensuring that every pupil has access to full-time education and will act as early as possible
to address patterns of absence.

Staff, including teachers, support staff and volunteers will be responsible for:

Following the attendance policy, and for ensuring pupils do so tco.

Ensuring the policy is implemented fairly and consistently.

Modelling good attendance behaviour.

Using their professional judgement and knowledge of individual pupils to inform decisions
as to whether any welfare concerns should be escalated.

Where designated, taking the attendance register at the relevant times during the school
day.

Parents are responsible for:

The attendance of their children during term-time.

Providing accurate and up-to-date contact details.

Providing the school with more than gne emergency contact number.

Updating the school if their details change.

Promoting good attendance at school and any agreed activities throughout the school year,
Reporting any absence immediately following school absence reporting procedures
(available below and in the Parent Handbook).

Pupils are responsible for:

Being punctual for registration, lessons and all other timetabled activities.
Ensuring they are registered if they arrive at School outside of registration time.

ATTENDANCE EXPECTATIONS
The school has high expectations for pupils' attendance and punctuality, and will ensure that these
expectations are communicated regularly to parents and pupils.

Pupils will be expected to:

ElPage

PO%: ATTENDANCE



o Attend school every day they are required to be at school, for the full day.
e Attend school and all lessons/activities punctually.
o Attend every timetabled lesson and activity.

Pupils must be in their classroom, ready to begin lessons at the start of the school day;,
therefore, pupils will be expected to be on the school site at least 5 minutes prior to the start of
their first timetabled lesson or activity. Pupils will have at least one break and one lunch pericd
each day, and are expected to have returned from break and lunch and be ready to
recommence learning at the stated times. The school timetable, including the times of breaks
and lnch, can be found on the Parent Portal.

ABSENCE PROCEDURES
Full procedures for registration and reporting absence for staff, pupils and parents can be found in
the Staff Handbook and Parent Handbook.

CONTACT INFORMATION

Parents must provide accurate and up-to-date contact details. Parents are responsible for updating
the School if the details need to change. Parents must pravide the School with more than one
emergency contact number.

ATTENDANCE REGISTER
The school uses Engage to keep attendance registers to ensure they are as accurate as possible
and can be easily analysed and shared with the appropriate authorities.

Designated staff members will take the attendance register at the start of each school day and at
the start of the afternoon session. This register will record whether pupils are:

e Present

e Absent

e Attending an approved educational activity

o Unable to attend due to exceptional circumstances

The school will use the national attendance codes to ensure attendance and absence are monitored
and recorded in a consistent way. The following codes will be used:

e (- Absent unknown circumstances

e P - Approved Sporting Activity

e U -Arrival in school after reg closed

o K- Attending educational provision LA
e D -Dual Registration

e V- Educational Visit ortrip

e (5 -Holiday not granted by school

e |- Iliness (NQT appointments)

e J1-Interview

e (- Lack of access arrangements

o | - Late before reqister has closed

o (- Leave of absence for exceptional circumstances
e M- Medical/Dental appointments

e N - Noreason yet provided for absence
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e X - Notrequired to attend school (pre or post school)
o B - Other approved educational activity

e Y7 -0ther unavoidable cause

o T - Parents travelling for work

e Y3 - Part of school closed

o (02 -Part-time timetable school age child

e # - Planned school closure

e /-Present

e Y4 - Public Health Advice

o Z-Pupilnotonroll

o (1 -Regulated performance or abroad

e R -Religious Observance

e 5 -5tudying at home- exceptional circumstances
e E - Suspended or permanently excluded

e Y1 -Usual transport provided unavailable

o Y4 -Whole school unexpectedly closed

o Y2 -Widespread travel disruption

o W -Work experience

When the school has planned in advance to be fully or partially closed, the code # will be used for
the relevant pupils who are absent. This code will also be used to record year groups who are not
due to attend because the schgol has set different term dates for different years, e.q. induction
days.

Pupils who are absent from school but are receiving remote education for any reason will be
marked as absent in the register.

All amendments made to the attendance register will include the original entry, the amended entry,
the reascn for the amendment, the date of amendment and the name and role of the person who
made the amendment.

Every entry received into the attendance register will be preserved for three years.

PERSISTENT ABSENCE

The Form Tutors are responsible for monitoring absence for their tutees. They are reguired to
have informal meetings with parents of pupils who have an absence of between 91% and 96% to
discuss the reasons for the absence and put in place a plan to improve attendance to at least 97%.
Should the pupil's attendance drop to 0% then parents will be asked to meet with the Head of Pre-
Prep or the Deputy Head and a formal plan will be implemented. Parents will be told that the next
stage will be a meeting with the Headteacher who may inform the LEA. Persistent absence will be
handled on an individual basis depending on the circumstances of the particular child or family.

In the event of persistent unauthorised absence, the Head may act to suspend, exclude or
otherwise remove your child from the School if, in the reasonable opinion of the Head, the removal
is in the School's best interests and/or those of your child or other children. Please see the Parent
Contract and the School’'s Behaviour Policy for further information on suspension, exclusion and
required removal.
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STATUTORY/COMPLIANCE DUTIES

Schools are legally required under The School Attendance (Pupil Registration) (England)
Regulations 2024 Section 13 to make a statutory return to the local authority of any pupils who are
absent from school and where absences amount to more than 10 or more days, either
consecutively or irregularly and have been unauthorised.

Schools are legally required under The School Attendance (Pupil Registration) (England)
Regulations 2024 Section 13 to make a statutory return to the local authority where pupils are
coded | (illness) and who the school has reasonable grounds to believe will miss 15 days
consecutively or cumulatively because of health needs.

PART-TIME TIMETABLES

In very exceptional circumstances, where it is in a pupil’s best interests, there may be a need for a
temparary part-time timetable to meet their individual needs. For example, where a medical
condition prevents a pupil from attending full-time education and a part-time timetable is
considered as part of a reintegration package.

A part-time timetable must only be in place for the shortest time necessary and not be treated as a
long-term solution. Any pastoral support programme or other agreement will have a time limit by
which point the pupil is expected to attend full time, either at school or alternative provision.
Formal arrangements will be put in place for reqularly reviewing the timetable with the pupil and
their parents. In agreeing to a part time timetable, the School has agreed to a pupil being absent
from school for part of the week or day and therefore must treat absence as authorised.

Schools are required to inform the Local Authority of any child placed on a part time / reduced
timetable.

TRUANCY

All staff will be concerned about the reqular attendance of pupils, and the importance of continuity
in each child's learning. At Stormont, all pupils are expected to be in their classes from the
beginning of the school day through to the end of the school day.

Any pupil with permission to leave the School during the day must be collected by an adult
(arranged in advance) who will sign the pupil out at reception and sign back in again on their
return.

Immediate action will be taken when there are any concerns that a pupil might be truanting. If
truancy is suspected, the Head will be notified and they (or an appropriate member of staff
delegated this responsibility) will contact the child's parents to assess the reasons behind the child
not attending school.

In the first instance of truancy, in addition to any sanctions applied to the pupil in accordance with
the School's Behaviour Policy, a letter of warning will be sent to the parents of the pupil, informing
them of the truancy and stating that any future occurrences could result in further action being
taken. Further action may include a review by the Head of the child's position in the Scheaol, and
could result in the suspension, exclusion or reqguired removal of the child from the School.
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MISSING CHILDREN

Pupils are not permitted to leave the School premises during the school day unless they have
permission from the Head (or an appropriate member of staff with delegated authority to issue
such permission). In the event of a pupil going missing during the school day, the School will
initiate the Missing Pupil Procedures outlined in the School's Safequarding and Child Protection
Policy and related documents.

TERM TIME LEAVE
The School’s aim is to prepare pupils for their future lives and careers. With this in mind, we
require parents to observe the school holidays as prescribed.

Leave during term time will only be authorised in exceptional circumstances, for example
bereavement or serious illness. Any requests for leave during term time will be considered on an
individual basis and the pupil’s previous attendance record will be taken into account.

If term time leave is not granted, taking a pupil out of school will be recorded as an unauthorised
absence.

EXCEPTIONAL CIRCUMSTANCES
When absence is due to exceptional circumstances, the 'Y’ code will be used on the attendance
register. Exceptional circumstances include when a pupil is unable to attend because:

e Transport (public) is not available and the pupil's home is not within walking distance.

o There has been widespread disruption to travel services which has prevented the pupil
from attending.

e The pupil is in custody and will be detained for less than four months,

REWARDING GOOD ATTENDANCE

School trips and events are a privilege. Where attendance drops below 85%, these privileges may
be taken away. Stormont aims for pupil attendance to be 97% and students who achieve this will
receive a certificate for their good attendance at the end of each term.

MONITORING AND REVIEW

Attendance and punctuality is monitored regularly by the Attendance Officer, Form Teachers
School Administrator and SLT. All unauthorised absences and instances of lateness are followed
up on in accordance with the School's Behaviour Policy and this policy.

The Deputy Head will review attendance and lateness by percentage for all pupils in the once per
half term, and will report concerning to the Head. In the event that a pupil's attendance falls below
85% in any one school year, the Head may, at their discretion, instruct the D5L or other appropriate
member of staff to inform the local authority of the pupil’s persistent absence.

This Policy will be reviewed triennially by the Head and Executive Team, and will be ratified by the
Education Committee of the Governing Body. In the event that a change o this policy is required
between reviews, the review cycle will be altered to allow the change 0 be made and the policy
ratified by governors.

Any changes made to the policy will be communicated to all members of staff.

This policy can be made available in large print or other accessible format if required.
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