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Useful Contacts

External

Ackworfh School

NON SIBI SED OMNIBUS

Independent Schools Education Welfare Officer (EWO) — Wakefield LA

Emily Deguil 01924 307451 (Education Welfare Duty line, 8:30-12:30 Monday-Friday)
Claire Smart 01924 307451 (Education Welfare Duty line, 8:30-12:30 Monday-Friday)

Safeguarding Advisor for Education — Wakefield Safeguarding Children Partnership

Vicki Maybin
VMaybin@wakefield.gov.uk
07788 743527

School

Coram House

1st Form/Year 7

2nd & 3 Form/Year 8 &9

4t & 5t Form/Year 10 & 11

6 Form/Year 12 & 13

Deputy Head &
Senior Attendance Lead

Designated Safeguarding
Lead

Sally Slater
Sally.Slater@ackworthschool.com
Claire Creswell
coramsecetary@ackworthschool.com

Leah Huddlestone
Leah.Huddlestone@ackworthschool.com
or reception@ackworthschool.com
Heather Gordon
Heather.Gordon@ackworthschool.com
or reception@ackworthschool.com
Matthew Sanderson
Matthew.Sanderson@ackworthschool.com
or reception@ackworthschool.com
Laura Young
Laura.Young@ackworthschool.com

or reception@ackworthschool.com

James Thomson (Interim)
James.Thomson@ackworthschool.com

Hannah Ellis
Hannah.Ellis@ackworthschool.com
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1. Aims
We are committed to meeting our obligation with regards to school attendance through
our whole-school culture and ethos that values good attendance, including:

e Promoting good attendance, which is known to have a positive impact on
safeguarding children and their wellbeing, friendships and educational
outcomes.

e Reducing absence, including persistent and severe absence (see 7.2)

e Ensuring every pupil has access to the full-time education to which they are
entitled

e Acting early to address patterns of absence

e Building strong relationships with families to ensure pupils have the support in
place to attend school

We will also promote and support punctuality in attending lessons.

e Preparation for adulthood

This new policy has been introduced in response to national concerns regarding falling
levels of school attendance across the UK following the pandemic as exemplified below:

= “School absence is at crisis levels, wreaking havoc on children's education
and future life chances. Persistent absence remains eye-wateringly high, up
60 per cent on pre-pandemic levels, with one in five children persistently
absent.’ (Centre for Social Justice)

(https://schoolsweek.co.uk/covid-has-broken-the-old-habit-of-going-to-school/)

2. Legislation and guidance

This policy meets the requirements of the Working together to improve school
attendance (applies from 19 Auqgust 2024) (publishing.service.gov.uk) from the
Department for Education (DfE), and refers to the DfE’s statutory guidance on
https://www.gov.uk/government/publications/parental-responsibility-measures-for-
behaviour-and-attendance and Summary table of responsibilities for school attendance
(applies from 19 August 2024) (publishing.service.gov.uk)

This includes the DfE guidance on the parental responsibilities for school attendance.
https://assets.publishing.service.gov.uk/media/6274ecbh2d3bf7f5e3916fb5f/Summary ta
ble of responsibilities for school attendance.pdf

This policy has been written in consultation with pastoral and academic leads, School
Committee members, key administrative staff in school and the Wakefield Education
Welfare Officer (EWO).

The Education (Pupil Registration) (England) (Amendment) Regulations 2013 Link
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The Education Act 1996 Link

The Equality Act 2010 Link

Keeping Children Safe in Education (KCSIE) Link

The Education (Pupil Registration) (England) Regulations 2024 Link

The Independent School Standards April 2019 Link

Page 5 of 24
Attendance Policy v3.1/Nancy-Newlands-Melvin & Hannah Ellis & Sally Slater/January 2025
Review Date: June 2025


https://www.legislation.gov.uk/ukpga/1996/56/contents
https://www.legislation.gov.uk/uksi/2023/1425/contents/made
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
https://www.legislation.gov.uk/uksi/2024/208/made
https://assets.publishing.service.gov.uk/media/5cd3fc2fe5274a3fd6ee74b0/Independent_School_Standards-_Guidance_070519.pdf

AT
Ackworth School
NON SIBI SED OMNIBUS
1779

3. Roles and responsibilities
3.1 The School Committee
The School committee is responsible for:

e Promoting the importance of school attendance across the school’s policies

and ethos

e Making sure school leaders fulfil expectations and statutory duties
Regularly reviewing and challenging attendance data
Monitoring attendance figures for the whole school
Making sure staff receive adequate training on attendance
Holding the headteacher to account for the implementation of this policy
The committee member with responsibility for attendance is the safeguarding
committee member.

3.2 The Head
The Head is responsible for:

e Implementation of this policy at the school
Monitoring school-level absence data and reporting it to governors
Supporting staff with monitoring the attendance of individual pupils
Monitoring the impact of any implemented attendance strategies
Issuing fixed-penalty notices, where necessary

3.3 The designated senior leader responsible for attendance
The designated senior leader is responsible for:
e Leading attendance across the school
Offering a clear vision for attendance improvement
Evaluating and monitoring expectations and processes
Having an oversight of data analysis
Devising specific strategies to address areas of poor attendance identified
through data

The designated senior leader responsible for attendance is the Deputy Head.

3.4 The Pastoral and Academic Leads (PALs) and Wellbeing Hub
The Heads of Year and Wellbeing Hub are responsible for:
e Arranging calls and meetings with parents to discuss attendance issues
e Delivering targeted intervention and support to pupils and in partnership with
families, including understanding reasons for absence and how to remove
barriers to attendance.
¢ Monitoring and analyzing attendance data (see section 7)
e Benchmarking attendance data to identify areas of focus for improvement
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e Providing regular attendance reports to school staff and reporting concerns
about attendance to the designated senior leader responsible for attendance
and the headteacher

The PALs and Wellbeing Hub can be contacted via the School’s main reception 01977
233600.

3.5 Class teachers & form tutors
Class teachers & form tutors are responsible for recording attendance on a daily basis,
using the correct codes, and submitting this information to the school office.

3.6 School administrative staff
School administrative staff:
e Take calls from parents about absence on a day-to-day basis and record it on the
school system
e Transfer calls from parents to the PAL in order to provide them with more
detailed support on attendance
e Provide iISAMS attendance reports for staff as required.
e Make contact for unauthorised absence

3.7 Parents, guardians & carers
Parents/guardians/carers are expected to:
e Make sure their child attends every day on time
e Call the school to report their child’s absence before 8.30am on the day of the
absence and each subsequent day of absence
e Provide the school with more than 1 emergency contact number for their child
and that contact details are regularly updated e.g. change of guardian
e Ensure that, where possible, appointments for their child are made outside of
the school day.

3.8 Pupils
Pupils are expected to:

e Attend school in accordance with their agreed timetable. Typically, this would be
daily attendance unless an arrangement has been made with school due to
special circumstances

e Attend every timetabled session on time

4. Recording attendance

4.1 Attendance register

We keep an attendance register and place all pupils onto this register.

We take our attendance register at the start of the first session of each school day and
once during the second session. It marks whether every pupil is:

Page 7 of 24
Attendance Policy v3.1/Nancy-Newlands-Melvin & Hannah Ellis & Sally Slater/January 2025
Review Date: June 2025



AT
Ackworth School
NON SIBI SED OMNIBUS
1779

Present
Attending an approved off-site educational activity
Absent
Unable to attend due to exceptional circumstances

Any amendment to the attendance register will includes:
e The original entry
The amended entry
The reason for the amendment
The date on which the amendment was made
The name and position of the person who made the amendment

See appendix 1 for the DfE attendance codes.

We also record:
? For pupils of compulsory school age whether the absence is authorised or not
2 The nature of the activity if a pupil is attending an approved educational activity
2 The nature of circumstances where a pupil is unable to attend due to exceptional
circumstances

We keep every entry on the attendance register for 3 years after the date on which the
entry was made.

Pupils must arrive in school by 8:30am each school day, unless there is an agreement
with the school.

The register for the first session will be taken at 8:40am and will be kept open until
9:15am. The register for the second session will be taken at 1:00pm and will be kept
open until 2:00pm.

4.2 Unplanned absence

The pupil's parents/guardians/carers must notify the school of the reason for the
absence on the first day of an unplanned absence by 8.30am or as soon as practically
possible by calling the school reception (see also section 7).

Parents must notify the school reception via the following means:
reception@ackworthschool.com
01977 233600

We will mark absence due to illness as authorised unless the school has a genuine
concern about the authenticity of the iliness.
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If the authenticity of the iliness is in doubt, the school may ask the pupil’s
parents/guardians/carers to provide medical evidence, such as a doctor’s note,
prescription, appointment card or other appropriate form of evidence. We will not ask for
medical evidence unnecessarily.

If the school is not satisfied about the authenticity of the iliness, the absence will be
recorded as unauthorised and parents/guardians/carers will be notified of this in
advance.

4.3 Planned absence
Attending a medical or dental appointment will be counted as authorised as long as the
pupil’s parents/guardians/carers notifies the school in advance of the appointment.

Parents should request leave of planned absence for medical or dental appointments
through the pupils Pastoral & Academic lead. Parents should provide the school with a
week’s notice where possible.

1st Form/Year 7 Leah Huddlestone
Leah.Huddlestone@ackworthschool.com
or reception@ackworthschool.com

2" & 39 Form/Year 8 &9 Heather Gordon
Heather.Gordon@ackworthschool.com
or reception@ackworthschool.com

4t & 51 Form/Year 10 & 11 Matthew Sanderson
Matthew.Sanderson@ackworthschool.com
or reception@ackworthschool.com

6" Form/Year 12 & 13 Laura Young
Laura.Young@ackworthschool.com
or reception@ackworthschool.com

However, we encourage parents/guardians/carers to make medical and dental
appointments out of school hours where possible. Where this is not possible, the pupil
should be out of school for the minimum amount of time necessary.

The pupil’s parents/guardians/carers must also apply to the Deputy Head for other types
of term-time absence as far in advance as possible of the requested absence to the
Deputy Head, however if the absence is for one day (or less), PALs will be able to
authorise this. Go to section 5 to find out which term-time absences the school can
authorise.

4.4 Lateness and punctuality
A pupil who arrives late:
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e Before the register has closed will be marked as late, using the appropriate
code

e After the register has closed will be marked as absent, using the appropriate
code

The school responds to ongoing punctuality concerns as follows:
The pastoral and academic leads monitor punctuality routinely. If punctuality is a
concern:
1. The form tutor will speak with the pupil.
2. If there is no improvement to the punctuality the PAL will speak with the pupil
to identify potential barriers and put support in place.
3. If there is no improvement to punctuality, parents/guardians/carers will be
contacted for a meeting.

4.5 Following up unexplained absence
Where any pupil we expect to attend school does not attend, or stops attending, without
reason, the school reception will:

1. Within 30 minutes of the closure of the registration session,
parents/guardians/carers of pupils with an unauthorised absence will receive a
text/email from reception requesting the reason for the pupils absence. [If the
school cannot reach any of the pupil’s emergency contacts, the school may contact
external agencies e.g. The Police.]

2. If there has been no response to the text/email, then within an hour of the
registration session closing, reception will call home. If there is no response
reception will make further attempts during the school day to contact home.

3. On the second day of absence, a text/email, with standard wording will be sent to
parents (see appendix 2) will be sent to parents/guardians/carers requesting
confirmation of the reason for the pupil’'s absence.

The parents/guardians/carers will be called on each subsequent day that the
unauthorised absence continues, to ensure proper safeguarding action is taken where
necessary. If absence continues, the school will consider involving an education
welfare officer.

4. On the third day of absence, a different text/email with standard wording (see
appendix 2) will be sent to parents/guardians/carers requesting confirmation of the
reason for the pupil’s absence. Additionally, the school may consider conducting a
social media check or a welfare visit for safeguarding reasons (see 4.6 for welfare
visit protocols). The school may also consider contacting other professionals or
practitioners who work with the family.
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5. On the fourth day of absence, a formal letter will be sent home inviting parents to
an absence support meeting in school (see appendix 2). This will be recorded on
ISAMS and CPOMS.

4.6  Welfare visit protocols
Any member of the Safeguarding & Pastoral Team may be asked to conduct a welfare
visit, where it is feasible for the person to do so.

Before you leave school:

e Consider whether lone working is safe

¢ Inform the Deputy Head of your intention to conduct a welfare visit in person and

pass on your mobile phone number

Consider cover implications and inform the Cover Supervisor

Ensure you have read this policy

Take all contact details for school and the pupil

Take with you a Welfare Visit Card (see appendix 2) and the school’s Attendance

Matters Leaflet and an Ackworth School formal printed envelope. All available

from Deputy Head’s Secretary

e Contact home once more to check if this is necessary. Leave a voicemail if
possible

e Sign out at Reception before you leave school

The Welfare Visit

Any member of staff who is acting on school business is insured by the School’s motor
business insurance, however staff are not insured to enter properties other than for the
purpose of teaching. Please be respectful and polite when conducting a welfare visit.
The purpose of a welfare visit is to ensure the child is safe and to offer support to the
family to ensure the child attends school. If at any point you feel your safety is at risk,
call 999.

¢ Ring the door bell/knock on the door
e Wait a few minutes before ringing/knocking again, to avoid antagonizing the
parents
If there is no response:
e After the third attempt, if there is no response, post the Welfare Visit Card and
Attendance Matters Leaflet through the letterbox in a School envelope
Once the door is opened:
e Introduce yourself and show your Ackworth School identity badge
e Explain the reason for your visit. Ensure you use positive and supportive
language rather than challenging language
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e To ensure the child’s safety, you need to have seen the child. If the child does
not come to the door, ask to see the child. This may require entering the
property; use your judgement as to whether it is safe to do so

e Try to establish the overarching reason for the absence

e Ifitis possible for the pupil to attend school that day, offer to take them to school
there and then

e If the child is unable to attend school that day, make it clear to the parents and
pupil that on the first day that the child returns to school they will need to have a
supportive conversation with the Pastoral and Safeguarding Team. This will
most likely be with the PAL

e If it becomes clear that you are not going to be able to see the child, you will
need to let the parent know that we will need to request a Police welfare check

4.7 Reporting to parents/guardians/carers

Attendance data is readily available via the Pastoral & Academic Lead. The school will
regularly inform parents about their child’s attendance and absence levels, at least
annually, in school reports.

5. Authorised and unauthorised absence

5.1 Approval for term-time absence

The Deputy Head will only grant a leave of absence to a pupil during term time if they
consider there to be 'exceptional circumstances'. A leave of absence is granted at the
Deputy Head’s discretion, including the length of time the pupil is authorised to be
absent for. We define ‘exceptional circumstances’ as significant circumstances over
which a parent has limited control.

The school considers each application for term-time absence individually, taking into
account the specific facts, circumstances and relevant context behind the request.
Any request should be submitted via a letter/email to the Deputy Head as soon as it is
anticipated and, where possible, at least before the first day of any absence. The
Deputy Head may require evidence to support any request for leave of absence.

Valid reasons for authorised absence include (but is not limited to):
¢ lliness and medical/dental appointments (see sections 4.2 and 4.3 for more
detail)
¢ Religious observance — where the day is exclusively set apart for religious
observance by the religious body to which the pupil’s parents belong. If
necessary, the school will seek advice from the parents’ religious body to
confirm whether the day is set apart
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e Traveller pupils travelling for occupational purposes — this covers Roma,
English and Welsh gypsies, Irish and Scottish travellers, showmen (fairground
people) and circus people, bargees (occupational boat dwellers) and new
travellers. Absence may be authorised only when a traveller family is known to
be travelling for occupational purposes and has agreed this with the school, but
it is not known whether the pupil is attending educational provision

e International student who board in the school may need to leave term early or
arrive late due to travel arrangements, however, where possible this should be
avoided.

e As part of the strategy for encouraging attendance identified pupils may have a
phased reintegration or adjusted timetable which means they are not a full
timetable

e Study leave

¢ Flexi-schooling requests

6. Strategies for promoting attendance

The pastoral & safeguarding teams regularly promote the benefits of good attendance in
school, for example using tutor time and assembly time to cover this topic. In the
interests of the Quaker testimony of Equality, the school prefers to not formally reward
pupils for attendance, rather to have a focus on individual pupil’s attendance progress.

The pastoral & safeguarding team has a focus on attendance throughout the year
including but not limited to strategies such as assemblies about the importance of
attendance, through PSHE, through having a varied and interesting after school activity
offer, encouraging friendship and a sense of community belonging and also through
ensuring pupils who have been absent receive a supportive and positive welcome back
in to school.

The right of SEND pupils to an education is the same as any other pupil and therefore
the attendance ambition for these pupils should be the same as it is for any other pupil
but additional support may need to be provided. The Wellbeing Hub, Learning Support
Department and Autism Resource implement bespoke strategies to support pupils with
special educational needs, including social, emotional and mental health needs. This
includes the use of part-time timetables; there is a cycle of assessment and reviewing
these arrangements to encourage a return to full-time timetables where appropriate.
Where a part-time timetable is agreed, there is a robust planning process in place to
evidence the need, review it and adjust, including setting of targets with timescales, in
partnership with external agencies where appropriate.
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7.1 Monitoring and analyzing attendance data to improve attendance
The PAL
e Monitors attendance and absence data half-termly, termly and yearly across
the school and at an individual pupil level and reports to the Deputy Head.
¢ |dentifies whether or not there are particular groups of children whose
absences may be a cause for concern
e Provides an action plan to improve attendance, using targeted support for
identified pupils and their families
e Looks at historic and emerging patterns of attendance and absence, and then
develop strategies to address these patterns
e Uses data to monitor and evaluate the impact of any interventions put in place
in order to modify them and inform future strategies

7.2 Reducing persistent and severe absence

Persistent absence is where a pupil misses 10% or more of school, and severe absence
is where a pupil misses 50% or more of school. Excellent attendance is an attendance
score of 98% or more.

The school will:

e Use attendance data to find patterns and trends of persistent and severe
absence

¢ Hold regular meetings with the parents of pupils who the school (and/or local
authority) considers to be vulnerable, or are persistently or severely absent, to
discuss attendance and engagement at school

e Signpost to external support services to remove the barriers to attendance
where appropriate.

Guidance for staff on incremental approaches to take to support improved
attendance for extended school non-attendance (ESNA).

If contact is made, and the welfare check has confirmed child is safe and well, but child
continues to be absent this guidance should be followed. Throughout this process it is
important the pupil feels they have some sense of ownership and control.

1.If there is a willingness on the child’s part to return to school, the school attempts to
establish communication to rebuild relationships e.g. an informal Teams message.

e Direct the child to online learning, agreeing on a reasonable amount of work to
be completed. This might be a therapeutic intervention activity e.g. PSHE/SALT,
to help establish routine and some level of engagement.
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e Arrange for 2 known staff members to meet the child in a neutral environment,
with the parents/guardians/carers present. E.g. a park.

e Attempt a short visit to school to help overcome fears including pupil voice and
choice of location in school, e.g. Wellbeing Hub/car park.

e Create a more formal phased integration plan, which may include a part-time
timetable. The plan should include arrangements for external examination and
coursework submission. The plan should include role play around social
situations such as what to say to others about their absence.

e Communicate the plan to staff and make sure arrangements will work, e.g.
seating plans.

e Gradually increase contact time.

2.1f the pupil is not willing to return to school, involve the school’'s EWO, see useful
contacts at the start of this document for contact details.

8. Monitoring arrangements

This policy will be reviewed as guidance from the local authority or DfE is updated, and
as a minimum annually by Deputy Head. At every review, the policy will be approved by
the School Committee.

9. Links with other policies

This policy links to the following policies:
e Safeguarding & Child Protection Policy
e Behaviour, Sanctions & Rewards Policy
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CORAM HOUSE

This policy which applies to Coram House, including the EYFS (Reception class), is to
be read in conjunction with Ackworth School Attendance Policy.

At Coram House, we see pupil attendance as critical to academic success and social
integration. We ask parents, guardians and carers to familiarise themselves with
Ackworth School attendance policy and to help us promote the standards of attendance
and punctuality which are essential for all pupils to get the maximum benefit from their
education.

1. Recording attendance

1.1. Attendance register

Pupils must arrive in school by 8.25am each school day. We have three sessions each
day for registration, one on arrival on the MUGA, one at the start of the school day at
8.30am and one after lunch at 1.00pm.

Registration sessions for prep, after school clubs and after school care are at 3.30pm.
Pupils who sign up for any after school activity are expected to attend weekly.
Parents/guardians/carers should inform the teacher in charge of the activity and seek
their approval if their child are unable to attend.

1.2. Unplanned absence

The pupil’s parents/guardians/carers must notify the school of the reason for the
absence on the first day of an unplanned absence by 8.30am or as soon as practically
possible by calling 01977 233650 or emailing Coramsecretary@ackworthschool.com

We will mark absence due to illness as authorised unless the school has a genuine
concern about the authenticity of the iliness.

The pupil’s parents/guardians/carers must notify the school every day of an unplanned
absence either via email or phone.

1.3. Planned absence
Attending a medical or dental appointment will be counted as authorised as long as the
pupil’s parents/guardians/carers notifies the school in advance of the appointment.

Parents should request leave of planned absence for medical or dental appointments
through Coram House receptionist and the Form teacher. Parents should provide the
school with notice where possible. However, we encourage parents/guardians/carers to
make medical and dental appointments out of school hours where possible.
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1.4. Approval for term time absence

The pupil’s parents/guardians/carers must apply to the Head of Coram House for other
types of term time absences as far in advance as possible. The Head of Coram House
will only grant a leave of absence to a pupil during term time if they consider there to

be 'exceptional circumstances'. A leave of absence is granted at the Head of Coram
House’s discretion, including the length of time the pupil is authorised to be absent for.
We define ‘exceptional circumstances’ as significant circumstances over which a parent
has limited control. The school considers each application for term time absence
individually, taking into account the specific facts, circumstances and relevant context
behind the request. Any request should be submitted via a/an letter/email to the Head of
Coram House (sally.slater@ackworthschool.com) as soon as it is anticipated and,
where possible, at least before the first day of any absence.

Valid reasons for authorised absence include (but are not limited to):
« llilness and medical/dental appointments
« Religious observance
o Family event
 Traveller pupils travelling for occupational purposes
« International pupils who board in the school who may need to leave term early or
arrive late due to travel arrangements

1.5. Lateness and punctuality

A pupil who arrives late:
« Before the register has closed will be marked as late.
« After the register has closed will be marked as absent.

1.6. Following up unexplained absence
When any pupil does not attend or stops attending, without reason, the Coram House
receptionist will call parents/guardians/carers of pupils within thirty minutes of the
closure of the registration session. If there is no response, the Coram House
receptionist will make further attempts during the school day to contact home.

2. Reporting to parents/guardians/carers

Attendance data is readily available via the Coram House receptionist. The school will
regularly inform parents about their child’s attendance and absence levels, at least
annually, in school reports.

3. Strategies for promoting attendance

Good attendance begins with school being a place where pupils want to be. We
therefore seek to provide a calm, safe, orderly and supportive environment in which all
pupils are keen and ready to learn. For the most vulnerable pupils, regular attendance is
also the best opportunity for their needs to be identified and supported.
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4. Monitoring and analysing attendance data to improve attendance

We see attendance as the essential foundation to positive outcomes for all pupils
including their safeguarding and welfare. Therefore, monitoring attendance is a key
responsibility for all staff. Form teachers monitor attendance and absence data regularly
across the school and at an individual pupil level and report to the Headteacher.

5. Reducing persistent and severe absence

We expect high standards of attendance from all pupils.

Persistent absence is where a pupil misses 10% or more of school and severe absence
is where a pupil misses 50% or more of school.

The school will:
« Use attendance data to find patterns and trends of persistent and severe
absence;
« Hold regular meetings with the parents of pupils who the school (and/or local
authority) considers to be vulnerable, or are persistently or severely absent, to
discuss attendance and engagement at school,
« Signpost to external support services to remove the barriers to attendance where
appropriate.
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Appendices
Appendix 1: Attendance Codes

From September 2024
The school will be using the DfE’s guidance on school attendance codes, with a few
minor additions to reflect the boarding element of the school.

Code Definition Scenario

/ Present (am) Pupil is present at morning registration

\ Present (pm) Pupil is present at afternoon registration

L Late arrival Pupil arrives late before register has
closed
Pupil is at a supervised off-site

B Off-site educational activity educatlonal.actlwty apprgved by _the
school that is not a sporting activity or
work experience

p Sporting activit Pupil is participating in a supervised

P 9 y sporting activity approved by the school

Vv Educational trip or visit Pupil is on an educational visit/trip
organised, or approved, by the school

W Work experience Pupil is on a work experience placement
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Code Definition Scenario
Authorised absence
Authorised leave of

C absence — exceptional
circumstances

Pupil has been granted a leave of absence
due to exceptional circumstances

. Pupil has been granted a leave of absence
Authorised leave of S
C1 for the purpose of participating in a
absence — performance
regulated performance

Authorised leave of Pupil has been granted a leave of absence

c2 a_lbsence — parttime subject to a part-time timetable
timetable
D Dual registered Pupil is attending a session at another

setting where they are also registered

Pupil is suspended from school or has

Suspended or Permanently been permanently excluded but no

Excluded alternative provision has been made
. Pupil has an interview with a prospective
J Interview : .
employer/educational establishment
lliness (physical & mental) School has be_en notified that a pupil will be
absent due to illness
M Medical/dental appointment | Pupil is at a medical or dental appointment
R Religious observance Pupil is taking part in a day of religious
observance
S Study leave Year 11 pup_ll is on study leave during their
public examinations
The pupil is a mobile child and their
T Parent travelling for parent(s) is travelling in the course of their
occupational purposes trade or business and the pupil is travelling
with them
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X Not required to be in school Pupl! of non-compulsory school age is not
required to attend
@ Boarder in transit SBé)r?;g:ng pupil is travelling either to or from

Unauthorised absence

G Unauthorised holiday Pupil is on a holiday that was not approved
by the school

Pupil is absent for an unknown reason (this

code should be amended when the reason

N Reason not provided emerges, or replaced with code O if no

reason for absence has been provided after

a reasonable amount of time)

School is not satisfied with reason for

@] Unauthorised absence o
pupil's absence
U Arrival after registration Pupil arrived at school after the register
closed
Code Definition Scenario

Absent — unable to attend school because of unavoidable cause

Pupil is absent because the local
Unable to attend due to lack | authority has a legal duty to arrange
of access arrangements home-to-school travel and they have not
done so.

School site is closed, there is disruption
Unable to attend due to .
Y . ; to travel as a result of a local/national
exceptional circumstances o
emergency, or pupil is in custody

Unable to attend — normally
Y1l provided transport being
unavailable

Pupil is unable to attend due to transport
normally provided not being available

Page 21 of 24
Attendance Policy v3.1/Nancy-Newlands-Melvin & Hannah Ellis & Sally Slater/January 2025
Review Date: June 2025



Y2

Y3

Y4

Y5

Unable to attend —
widespread travel disruption

Unable to attend — part of
school premises closed

Unable to attend — whole
school site closed

Unable to attend — criminal
justice detention

Pupil not on admission
register

Planned school closure
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Pupil is unable to attend due to
widespread disruption to travel

Pupil is unable to attend due to part of
the school premises being unavoidably
out of use

Pupil is unable to attend due to the whole
school site being unexpectedly closed

Pupil is unable to attend due to being in
criminal justice detention

Register set up but pupil has not yet
joined the school

Whole or partial school closure due to
half-term/bank holiday/INSET day
Unlikely to be required as the registers
are set up for term time only.

Appendix 2: Example Unauthorised Absence Emails/Texts/Letters

In exceptional circumstances where there may be a large volume of absences e.g. due
to traffic or weather conditions, the most vulnerable families should be contacted as a
priority. The safeguarding team with liaise with the admin. team to ensure they are
aware of priority children. Please note there is a character limit for text messaging
through ISAMS (160 characters) and these suggested templates have taken account of

this

First day of unauthorised absence

1. First unauthorised absence text/email to primary contact within 30 mins
Good Morning. Your child has not been registered in school. Please contact
Reception 01977 233600. Thank you.

2. Second unauthorised absence text/email to primary contact within 1 hour
Further Reminder: please contact school about your child’s absence. Thank

you.

Continue to make contact attempts by phone or email during the day.

Second day of unauthorised absence
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3. First unauthorised absence text/email to primary contact within 30 mins
Good Morning. This is the second day of unauthorised absence for your child.
Please contact Reception 01977 233600 as a matter of priority. Thank you.

Continue to make contact attempts by phone or email during the day.

If by lunch on the second day of unauthorised absence no contact has been made by
the family, the PAL will be notified by Reception and make further attempts to contact
home and any other contacts on the child’s record.

Third day of unauthorised absence
4. This is day 3 of your child's absence. Please respond by 10am, otherwise the
school will be required to conduct a welfare visit.

Fourth day of unauthorised absence
5. Formal absence letter sent via ISAMS and recorded on CPOMS under Senior
Concerns/Unauthorised Absence by Secretary to Deputy Head.

Dear

Child’s Name

| am writing concerning your child’s unauthorised absence from Ackworth School
(dates). We have attempted to contact you regarding xxx’s unexplained absence on

several occasions.

As a school we are required to follow up unexplained absence to ensure that your child
is safe and well and to support you to improve your child’s school attendance.

We would like to invite you to an absence support meeting with the Pastoral &
Academic Lead (name) on (date & time).

Kind regards

Deputy Head

cc Attendance Matters Leaflet
Fifth day of unauthorised absence

6. This is day 5 of your child's absence. Please respond by 10am, otherwise the
school will request a Police welfare check.

Welfare Visit Card
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We visited your property at on for a
welfare visit. Please contact the school (01977 233600) as soon as possible regarding
your child’s school absence. If we do not hear from you by 3.00pm we may be
contacting the Police requesting a welfare check.

Kind regards
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