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Introduction

This is a successful school and your child plays their part in making it so. We aim for an
environment which enables and encourages all members of the community to reach out for
excellence. For our children to gain the greatest benefit from their education it is vital that they
attend regularly and your child should be at school, on time, every day the school is open
unless the reason for the absence is unavoidable.

It is very important therefore that you make sure that your child attends regularly and this policy
sets out how together we will achieve this.

Why Regular Attendance is so important

Any absence affects the pattern of a child’s schooling and regular absence will seriously affect
their learning. Any pupil’s absence disrupts teaching routines so may affect the learning of
others in the same class.

Ensuring your child’s regular attendance at school is your legal responsibility and permitting
absence from school without a good reason creates an offence in law and may result in
prosecution.

Promoting Regular Attendance:
Helping to create a pattern of regular attendance is everybody’s responsibility - parents, pupils
and all members of school staff. To help us all to focus on this we will:

[0  Give you details on attendance in our weekly newsletter;

71 Report to you regularly on how your child is performing in school, what their attendance
and punctuality rate is and how this relates to their attainment

[0  Celebrate good attendance by displaying individual and class achievements

[l Reward good or improving attendance through class rewards and certificates

[1  Where absence is causing the school concerns, parents will be informed in writing and in
some cases asked to attend a meeting with the school’s Attendance Officer and the
school Principal.

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:

[1Promoting good attendance

"IReducing absence, including persistent and severe absence

OEnsuring every pupil has access to the full-time education to which they are entitled
[Acting early to address patterns of absence

0 Building strong relationships with families to ensure pupils have the support in
place to attend school
0 We will also promote and support punctuality in attending lessons

2. Legislation and guidance

This policy meets the requirements of the working together to improve school attendance from
the Department for Education (DfE), and refers to the DfE’s statutory guidance on school
attendance parental responsibility measures. These documents are drawn from the following
legislation setting out the legal powers and duties that govern school attendance:



https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
https://www.gov.uk/government/publications/parental-responsibility-measures-for-behaviour-and-attendance
https://www.gov.uk/government/publications/parental-responsibility-measures-for-behaviour-and-attendance

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 (Pupil Registration) (England) Regulations 2006 (and 2010, 2011, 2013,
2016 amendments)

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

OO ;O

[0 This policy also refers to the DfE’s guidance on the school census, which explains the
persistent absence threshold.

3. Roles and responsibilities

The governing board:

The governing board is responsible for:
71 Promoting the importance of school attendance across the school’s policies and ethos
[0 Making sure school leaders fulfil expectations and statutory duties
1 Regularly reviewing and challenging attendance data
[l Monitoring attendance figures for the whole school
[0 Making sure staff receive adequate training on attendance
[0  Holding the Principal to account for the implementation of this policy

The Principal:

The Principal is responsible for:

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

Offering a clear vision for attendance improvement

Having an oversight of data analysis

Devising specific strategies to address areas of poor attendance identified through data
Delivering targeted intervention and support to pupils and families

N o A
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The Attendance Officer:
The school attendance officer is responsible for:

“IMonitoring and analysing attendance data (see section 7)

UArranging calls and meetings with parents to discuss attendance issues

"1Benchmarking attendance data to identify areas of focus for improvement

0 Providing regular attendance reports to school staff and reporting concerns about
attendance to the principal

“IWorking with the Local Authority to tackle persistent absence

"1Advising the Principal when to issue fixed-penalty notices

The attendance officer is Amanda Thorne and can be contacted via

wdaoffice@theparkfederation.org
Phase Leaders (SLT)

Members of SLT are responsible for:

0 Sharing the vision for attendance improvement


https://www.legislation.gov.uk/ukpga/1996/56/contents
https://www.legislation.gov.uk/ukpga/2002/32/contents
https://www.legislation.gov.uk/ukpga/2006/40/contents
https://www.legislation.gov.uk/uksi/2006/1751/contents/made
https://www.legislation.gov.uk/uksi/2006/1751/contents/made
https://www.legislation.gov.uk/uksi/2013/757/regulation/2/made
https://www.gov.uk/guidance/complete-the-school-census
mailto:wdaoffice@theparkfederation.org

0 meetings with parents to discuss attendance issues

0 Delivering and monitoring targeted intervention and support to pupils and families

Class teachers:

Class teachers are responsible for recording attendance on a daily basis, using the correct
codes, and submitting this information on the schools Management Information System (MIS)
Arbor. Registers will be taken in the mornings and after lunch.

If teachers are made aware of a pupil absence this is to be communicated to the office.

School Office staff:

School office staff will:
O Take calls from parents/carers about absence on a day-to-day basis and record it
on the school system
N Follow up poor attendance with parents and outside agencies

Parents and Carers:
Parents/carers are expected to:

> Make sure their child attends every day on time

(1 Call the school using option 1 or email the school on
wdaoffice@theparkfederation.org to report their child’s absence before 8:55am on
the day of the absence and each subsequent day of absence and advise when
they are expected to return

[1Provide the school with 2 or more emergency contact numbers for their child

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

O Ensure children are not removed from school for appointments that are not their
own.

Pupils:
Pupils are expected to:
UAttend school every day on time

Section 4: Understanding types of absence:

Every half-day absence from school has to be classified by the school (not by the parents), as
either AUTHORISED or UNAUTHORISED. This is why information about the cause of any
absence is always required, preferably in writing.

Authorised absences are mornings or afternoons away from school for a good reason like
illness, medical/dental appointments, which unavoidably fall in school time, emergencies or
other unavoidable cause or taking part in approved religious observance.

Unauthorised absences are those which the school does not consider reasonable and for which
no “leave" has been given. This type of absence can lead to the Local Authority, through its


mailto:wdaoffice@theparkfederation.org

Attendance Service (AS) using sanctions and/or legal proceedings. This includes:
1 Parents/carers keeping children off school unnecessarily
[1 Truancy during the school day
[ Absences which never have been properly explained
[1 Children who arrive at school too late to get a mark in the register
1 Day trips and holidays in term times
[1 Excessive illness without medical evidence
1 Shopping or looking after siblings

Whilst any child may be off school because they are ill, sometimes they can be reluctant to
attend school. Any problems with regular attendance are best sorted out between the school,
the parents and the child. If your child is reluctant to attend, it is never a good idea to cover up
their absence or to give in to pressure to excuse them from attending. This gives the
impression that attendance does not matter and usually makes things worse.

You can support your child by:

Ensuring regular and early bedtimes

Helping with homework

Having uniform and equipment prepared the night before

Providing a healthy breakfast

Reporting any academic or social concerns promptly to the school

Retaining open and honest communication with your child’s school

Being positive about school (even if your own experience was less than positive)
Encouraging your child to invite friends home for play dates

Do | need to keep my child off school?  [IR) Fublic Health

Agency
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Chicken Pox Conjunctivitis iﬂr ‘ - Impetigo
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N 4 N |4
. No need to stay No need to stay No need to stay Until lesions are
Until all spots off but school 48 hours from off but school off but school crusted & healed or
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informed informed informed antibiotics
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Persistent Absenteeism (PA):

A pupil is defined by the Department of Education (DfE) as being a persistent absentee is any
pupil who has missed 19 days (38 sessions) across the school year for whatever reason. The
School Attendance Support Team at the Local Authority (LBH) monitors pupils that are on track
to become a PA by the number of sessions (2 sessions = 1 day), the following guidelines are

used to help schools identify these pupils at the end of each half term.

Identification at the end

of each half to be on track for persistent absenteeism
Term 1 3.5 days (7 sessions)

Term 2 7 days (14 sessions)

Term 3 10 days (20 sessions)

Term 4 12.5 days (25 sessions)

Term 5 16 days (32 sessions)

Term 6 19 days (38 sessions)

Attendance Ladder
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Therefore, a child is a persistent absentee as defined by the DfE once they have reached 19
days (38 sessions) of absence, irrespective of which part of the year we are in at the time, and
for whatever reason.

For example, if a child has had a block of illness during half term 1 for 20 days, they would have
been absent for 40 sessions which make them a persistent absentee in half term 1 and therefore
they will remain a PA for the rest of the academic year.

We monitor all absences thoroughly. Any case that is seen to have reached the PA mark or is at
risk of moving towards that mark is given priority and parents will be informed of this
immediately. Absence at this level is doing considerable damage to any child’s educational
prospects and the school needs parent’s fullest support and cooperation to tackle this.

All attendance is discussed weekly. If attendance does not improve, WDA will follow the
protocol for PA. (Appendix 1)

Section 5: Absence Procedures

If your child is absent you must:

0 Contact us by telephone using option 1 or email the school on

wdaoffice@theparkfederation.org as soon as possible on the first day of absence and
keep the school regularly informed, preferably daily.

0 Or, you can call into school and report to reception

In addition, teachers may want to discuss your child’s absence.

If your child is absent and you have made contact with the school we will:

Day 1
0 The Attendance Officer will note the absence in the register. However, if we have a
safeguarding or welfare concern, we will conduct a home visit.

Day 2
0 The Attendance Officer will note the absence in the register. If we have a safeguarding
or welfare concern we will conduct a home visit.

Day 3
0 If the child is PA, the Attendance Officer will note the absence and parents will be

advised to supply medical evidence on their child’s return to school. However, if we have
a safeguarding or welfare concern we will conduct a home visit.

Day4 &5
0 If medical evidence has not been provided parents are still required to call in

every day. However, if we have a safeguarding or welfare concern we will
conduct a home visit.


mailto:wdaoffice@theparkfederation.org

Day 6
0 If no medical evidence has been provided, the Attendance Officer will discuss the

absence with the Principal and a welfare home visit will be conducted to see if the school
can offer any support in aiding the child’s return to school.

Further Contact

If no medical evidence is provided and previous attendance is low a referral will be made to
Hillingdon’s Attendance Service and a fine may be incurred.

If your child is absent and you have not made contact with the school we will:

Day 1
0 Telephone or email you on the first day of absence if we have not heard from you.
However, if we have a safeguarding or welfare concern we will conduct a home visit.

Day 2
0 If we still have no contact with you a second telephone call will be made. However, if we

have a safeguarding or welfare concern we will conduct a home visit.
Day 3

O If we still have no contact a home visit will be carried out and SLT informed.

We follow set procedures for when absence falls below the expected level (Appendix 1) In
addition to these, Hillingdon’s Attendance Service will be informed of any child who has
attendance below 90%.

Telephone numbers:
Parents are required to provide three emergency contact details and numbers.

There are times when we need to contact parents about lots of things, including absence, so
we need to have your contact numbers at all times. So help us to help you and your child by
making sure we always have an up to date number — if we don’t then something important may
be missed. There will be regular checks on telephone numbers throughout the year.

In the rare event that we cannot contact you to determine an absence we will:

0 call the two remaining contact numbers to check everything is ok and ask you to make
contact with the school

0 sendtwo members of staff to the family home if we cannot make contact with all three
contact numbers held on the school system

0 contact the police immediately for a welfare check if we have failed to make contact via
telephone and a home visit has taken place and been unsuccessful

The Attendance Officer:

Parents are expected to contact school at an early stage and to work with the staff in resolving
any problems together. This is nearly always successful. If difficulties cannot be sorted out in this
way, the school may refer the child to the Attendance Officer (AO) from the Local Authority.
He/she will also try to resolve the situation by agreement but, if other ways of trying to improve



the child’s attendance have failed and unauthorised absences persist, these Officers can use
sanctions such as Penalty Notices or prosecutions in the Magistrates Court. The legislation is
the Education Act1996 sec. 44.1 and 44.1.a.

“If any child of compulsory school age who is a registered pupil at a school fails to attend
regularly at the school, his/her parent is guilty of an offence.”

Alternatively, parents or children may wish to contact the Attendance Support Team themselves
to ask for help or information. They are independent of the school and will give impartial advice.
Their telephone number is 01895 250858 or attendancesupport@hillingdon.gov.uk

Fixed Penalties Notices:

From August 2024, the fine for school absences across the country will be £80 if paid within
21 days, or £160 if paid within 28 days.

In the case of repeated fines, if a parent receives a second fine for the same child within any
three-year period, this will be charged at the higher rate of £160. Fines per parent will be
capped to two fines within any three-year period. Once this limit has been reached, other
action like a parenting order or prosecution will be considered. If you're prosecuted and
attend court because your child hasn’t been attending school, you could get a fine of up to
£2,500. More information from Hillingdon’s Attendance support team.

Lateness:

Poor punctuality is not acceptable. When pupils arrive late, they miss out on the essential
instructions given at the beginning of the lesson, this can significantly reduce achievement
regardless of academic ability. Your child may also feel awkward arriving at the classroom when
everyone else is settled. Furthermore, when one pupil arrives late, it disrupts the entire class
and the teacher — everyone’s education is compromised.

How we manage lateness:

The school day starts at 8:50 am and we expect your child to be in class at that time, not walking
through the gates at this time. If your child arrives after the start time, you will be required to sign
them in at the office. Your child will receive a late mark if they are not in by that time. We operate
a ‘soft start’ to the school day, so the school gates are open from 8:40am every day and the
children can enter their classrooms from that time.

At 9.10 am the registers will be closed. In accordance with the Regulations, if your child
arrives after that time they will receive a mark that shows them to be on site, but this will not
count as a present mark and it will mean they have an unauthorised absence. This may mean
that you could face the possibility of a Penalty Notice if the problem persists.

If your child has a persistent late record you will be informed in writing. If persistent lateness
continues you will receive a phone call from the Phase Lead and if your child’s punctuality still
does not improve you could be asked to attend a face-to-face meeting with a member of the
Senior Leadership Team (SLT) and Attendance Officer to resolve the problem. Please
remember you can approach us at any time if you are having problems getting your child to
school on time.

The start time for the Morning Nursery is 8.30am, Afternoon Nursery is 12.30pm. Please


mailto:attendancesupport@hillingdon.gov.uk

ensure you arrive at the start and finish times as lateness can disrupt our young children.

Persistently late children could be off-rolled and their place offered to a child on the
waiting list.

Children who are picked up late at the end of the school day will be dealt with following the
Children Collected Late Protocol (Appendix 3). Should lateness continue, a monitoring letter
will be sent and advice sought.

Leave during term time:

Taking leave in term time will affect your child’s schooling as much as any other absence and we

expect parents to help us by not taking children away in school time.

Remember that any savings you think you may make by taking leave in school time are offset by

the cost to your child’s education.

There is no automatic entitlement in law to time off in school to go on leave.

O

It is widely known that the link between a student’s attendance and attainment is
irrefutable.

Early poor attendance habits follow through into secondary school and employment.
Graduates earn an average of £16.91 per hour. Young people that leave school with
no qualifications earn an average of £6.40 per hour.

All Hillingdon schools are encouraged to adopt a policy of not authorising leave. The
Principal will not grant any leave of absence during term time unless there are
exceptional circumstances. You will be asked to provide substantial evidence in
support of your request.

A member of SLT will meet personally with every family applying for extended leave
wher ible to str the importan f hool attendance habits and link
between attendance and attainment.

Reasons for leave will be logged on the pupil’s record and shared as part of the
transfer/transition process.

The Attendance Services from LBH will issue Notice to Improve and Fixed Penalty
Notices (fine) for any unauthorised absence.

After consultation with the Local Authority, any child on extended leave may be off
rolled after 20 days.

Notice to Improve or Penalty Notices will be considered for any 10 sessions of
unauthorised absence in 10 weeks.

Any parent wishing to apply for leave is required to submit a request to the Principal using
the form found in Appendix 2

Section 6: Recording attendance

Attendance register

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

We will take our attendance register at the start of the first session of each school day and once
during the second session (after lunchtime). It will mark whether every pupil is:

[IPresent
[1Attending an approved off-site educational activity



[JAbsent
UUnable to attend due to exceptional circumstances

Any amendment to the attendance register will include:

"1 The original entry

[1 The amended entry

"1 The reason for the amendment

[1 The date on which the amendment was made

(1 The name and position of the person who made the amendment

We will also record:
[IWhether the absence is authorised or not
[OThe nature of the activity if a pupil is attending an approved educational activity
(1 The nature of circumstances where a pupil is unable to attend due to exceptional
circumstances

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

Pupils in Reception to Year 6 must arrive in school by 8:50am on each school day.

Section 7: Monitoring Attendance
The school will:

(1 Monitor attendance and absence data weekly across the school half-termly, termly
and yearly across the school at an individual pupil level

(1 Identify whether or not there are particular groups of children whose absences may be
a cause for concern

Pupil-level absence data will be collected each term and published at national and local authority
level through the DfE's school absence national statistics releases. The underlying school-level
absence data is published alongside the national statistics. The school will compare attendance
data to the national average, and share this with the governing board.

Reporting to parents/carers:

The school will regularly inform parents about their child’s attendance and absence levels via
half termly and end of year reports. Weekly attendance will be shared with parents via
newsletters and school website.

Analysing attendance:
The school will:

[0 Analyse attendance and absence data regularly to identify pupils or cohorts that need
additional support with their attendance, and use this analysis to provide targeted
support to these pupils and their families



Look at historic and emerging patterns of attendance and absence, and then develop
strategies to address these patterns

Using data to improve attendance:
The school will:

"1 Provide regular attendance reports to class teachers and other school leaders, to
facilitate discussions with pupils and families (every V2 term)

| Use data to monitor and evaluate the impact of any interventions put in place in order
to modify them and inform future strategies

Children Missing in Education (CME):

All children, regardless of their circumstances, are entitled to an efficient, full time education that
is suitable to their age, ability, aptitude and any special educational needs they may have.
Children missing in education are children of compulsory school age who are not registered
pupils at a school and are not receiving suitable education otherwise than at a school. Children
missing in education are at significant risk of underachieving, being victims of harm, exploitation
or radicalisation, and becoming NEET (not in education, employment or training) later in life.

At WDA when a child has left the school or not been in school and we have not been able to
make contact with parents/carers or received a forwarding address within 10 days, a CME is
completed and sent to the Local Authority.

If we have a safeguarding or welfare concern or if they have a high SEND need then a CME
could be completed prior to 10 days)

Section 8: Academy targets, projects and special initiatives

The school has targets to improve attendance and your child has an important part to play in
meeting these targets. The minimum level of attendance for this school is 96% attendance
and we will keep you updated regularly about progress to this level and how your child’s
attendance compares (every 2 term). When attendance drops below 95% a warning email
will be sent to parents.

Our target is to achieve better than this however because we know that good attendance is
one of the keys to successful schooling and we believe our pupils can be amongst the best in
Hillingdon.

Through the school year we monitor absences and punctuality to show us where
improvements need to be made. Weekly meetings are held to analyse and assess all children
who are absent to see if there are patterns to note or children to monitor. We look for ways to
ensure that high attendance is supported in school. All children and staff are made aware of
the attendance figures in weekly briefings/assemblies.

Attendance is celebrated weekly, "2 termly, termly and annually.

[1 The class with the best weekly attendance will earn a non-school uniform day.
[ At the end of each half term, the children with 100% attendance will receive a certificate



[0 If a child has achieved 100% attendance all year, they will receive a special recognition
award

[ Information on any projects or initiatives that will focus on these areas will be provided in
our newsletter and we ask for your full support.

Staff responsible for attendance management in this school are:

Richard Yates (Principal)

Amanda Thorne

(AttendanceOfficer)

Carmen Nel (DeputyPrincipal)

Nicole Sall,Jo Russell(Vice Principals)
Nasreen Malik (Family Support Worker)
Nicole Sall (Designated Safeguarding Lead)

Summary

The academy has a legal duty to publish its absence figures and its attendance policy to
parents and to promote attendance. School attendance data must be available to the Local
Authority and the Department for Education (DfE). Equally, parents have a duty to make sure
that their children attend school.

Being in school is important to your child’s academic achievement, wellbeing, and wider
development. There is evidence to suggest that regular school attendance is a key mechanism
to support children and young people's educational, economic and social outcomes. Schools
can facilitate positive peer relationships, which contributes to better mental health and
wellbeing.

This policy should be read in conjunction with the below school policies (found on our school
website)

Child Protection and Safeguarding Policy
Relationship and Behaviour Policy
Anti-Bullying Policy

Admissions Criteria Policy

Suspensions & Exclusions Policy



Appendix 1

WDA Attendance Protocol for Persistent Absence

receive a letter home indicating learning missed

Term Actions Week By who...
Autumn 1 | Any persistently late children, 3+ times equalling 30 mins and over, to 4 Attendance
receive a letter home indicating learning missed Officer (AQ)
e Children falling under 90% to be sent a monitoring letter and logged 5 AO
on CPOMS (On the Monday before %z term)
o Class teacher & SLT are notified via CPOMS so they are aware
e Late pick up letter sent out to all parents whose children were
picked up 3 or more times
Below 90% children are added to the watch list and discussed at 5 Safe team,
weekly safequarding meetings. FLO, AO
Any unexplained absences, parents receive a letter Weekly | AO
Autumn 2 | Any new children who are falling under 90% to be sent a letter and 1 AO
logged on CPOMS
DP/VPs call any children whose attendance is below 90% and has 3 VP
not improved since autumn 1. DP
Any persistently late children, 3+ times equalling 30 mins and over, to 4 AO
receive a letter home indicating learning missed
e New children falling under 90% to be sent a letter and logged on 5 AO
CPOMS
e DP/VPs are notified via CPOMS so they are aware
o PA referral sent to LBH
e Late pick up letter sent out to all parents whose children were
picked up 3 or more times
Any unexplained absences, parents receive a letter Weekly | AO
Spring 1 Any new children who are falling under 90% to be sent a letter (Letter 1 AO
b) and logged on CPOMS
e P/DP/VPs to meet with any parents where attendance is still below 3 P,.DP,VP
90% despite phone call in Autumn 2 and AO
e DP/VPs to phone parents of new children who have dropped below
90% attendance AND any children who may have improved in
Autumn 1 but their attendance has since dropped again
o All meetings and calls logged on CPOMS
Any persistently late children, 3+ times equalling 30 mins and over, to 4 AO
receive a letter home indicating learning missed
e New children falling under 90% to be sent a letter and logged on 5 AO
CPOMS
e P/DP/VPs are notified via CPOMS so they are aware
e Late pick up letter sent out to all parents whose children were
picked up 3 or more times
Any unexplained absences, parents receive a letter Weekly | AO
Spring 2 Any new children who are falling under 90% to be sent a letterand AO
logged on CPOMS
Any PA children where attendance has not improved since 1 P
Autumn 2 attend a meeting with P and be given a letter stating AO
we might ask for support from external agencies. Submit a fine.
Logged on CPOMS.
e DP/VPs to meet with any parents where attendance is still below 3 DP/VP, and
90% despite phone call in Spring 1 AO
e DP/VPs to phone parents of new children who have dropped below
90% attendance.
o All meetings and calls logged on CPOMS
Any persistently late children, 3+ times equalling 30 mins and over, to 4 AO




o New children falling under 90% to be sent a letter and logged on 5 AO
CPOMS
e DP/VPs are notified via CPOMS so they are aware
e Late pick up letter sent out to all parents whose children were
picked up 3 or more times
e DP/VPs to phone parents of children not improved after receiving
letters
Any unexplained absences, parents receive a letter Weekly | AO
Summer 1 | Any new children who are falling under 90% to be sent a letter and 1 AO
logged on CPOMS
MARF sent for any PA children where attendance has not improved 1 DSL, AO
despite previous letters and attendance meetings. Logged on
CPOMS
¢ DP/VPs to meet with any parents where attendance is still below 3 DP,VP, and
90% despite phone call in Spring 2 AO
¢ DP/VPs to phone parents of new children who have dropped below
90% attendance AND any children who may have improved in
Autumn and Spring but their attendance has since dropped again
o All meetings and calls logged on CPOMS
Any persistently late children, 3+ times equalling 30 mins and over, to 4 AO
receive a letter home indicating learning missed
e New children falling under 90% to be sent a letter and logged on 5 AO
CPOMS
o P/DP/VPs are notified via CPOMS so they are aware
e | ate pick up letter sent out to all parents whose children were
picked up 3 or more times
e DP/VPs to phone parents of children not improved after receiving
letters
Any unexplained absences, parents receive a letter Weekly | AO
Summer 2 | Any new children who are falling under 90% to be sent a letter and 1 AO
logged on CPOMS
Follow up MARF/referral to SBC or EWO for any PA children where 1 DSL /AO
attendance has not improved despite previous letters and attendance
meetings. Logged on CPOMS
e DP/VPs to meet with any parents where attendance is still below 3 DP/VP, and
90% despite phone call in Summer 1 AO
e DP/VPs to phone parents of new children who have dropped below
90% attendance.
o All meetings and calls logged on CPOMS
e Any persistently late children, 3+ times equalling 30 mins and over, 4 AO
to receive a letter home indicating learning missed
e New children falling under 90% to be sent a letter and logged on 5 AO
CPOMS
e DP/VPs are notified via CPOMS so they are aware
e Late pick up letter sent out to all parents whose children were
picked up 3 or more times
e DP/VPs to phone parents of children not improved after receiving
letters
Any unexplained absences, parents receive a letter Weekly | AO




Appendix 2 Leave of absence request

Request for Leave of Absence from School

During Term Time

(1" day back to school)

Child’'s Mame Class:

Siblings & Class

(if applicable)

Date From Total number of school
(1" school day of absence) days" absence:

Return Date

Please briefly autline
crcumstances

Reasons for Request:

Supporting evidence /
doouments attached

Yes | No (circle as appropriate)

Signed (Parentf{Carer):

Date:

Motes:

Parent/Carer should not normally take pupils on holiday during term-time

This form is to be completed and forwarded te the Principal before the pericd of absence

Each request for absence will be considered individually and will take into account the time of the year

proposed for the trip, its nature, the cverall attendance level of the child and the child's stage of

education and progress

If we are unable to agree the absence and the child is taken out of schocl, the absence is Ypautheorised
If parents/carers keep a child away for longer than has been agreed, the extra time will be ypauthersed
It is possible that places may not be kept open for a pupil whe fails to return within 20 days of the

agreed date, unless there is a good reasen for the delay, such asillness (a medical certificate may be

requested).

Absence of mare than 1o schocol days may only be agreed in exceptional circumstances

If 2 request is refused for absencefholiday during term time, the absence will be ypauthorised and may
lead to a ‘*Heoliday Penalty Notice’ from the Schocl Attendance Team at the London Borough of
Hillingden. The fine is £160 per parent, per child payakble within 28 days. If paid within 21 days it is

reduced to £80 per parent, per child.

Authorised® [ Unauthorised*

Principal’s Signature [ Date

(*Delete as appropriate)

Current attendance level
(for office use)




Protocol for Dealing with Children Not Collected at the End of the School
Day/Activity

Protocol for dealing with children not collected from school at the end of the school
day/activity.

Introduction:

Under Section 175 of the Education Act 2002, Local Authorities and Schools have a duty
to safeguard and promote the welfare of children. This duty should include making
arrangements for dealing with children not collected at the end of a school day, or at the
end of a school activity which is authorised by the school.

This protocol is an example of arrangements which have been agreed by The Local
Safeguarding Team, the Police, and Local Authority Children’s Services.

West Drayton Academy recognises that it has a statutory duty to safeguard and promote
the welfare of pupils, and that this duty extends to having arrangements in place for
dealing with children who are not collected at the end of a school day, or at the end of an
authorised activity.

The protocol will be brought to the attention of parents, in writing, when their child starts
school.

On admission of their child to the school, parents should supply:
e names and full addresses of parents/carers (and confirmation of parental
responsibility)
e home and work telephone numbers
mobile phone numbers where appropriate
e The emergency contact details of three people who may be called in the event of
the parents/carers being unattainable or in the case of an emergency

This information should be updated annually or whenever circumstances change. It is the
parent/carer’s responsibility to ensure that the pupil is collected by a responsible person.
The school must be notified immediately it becomes apparent that the person collecting
the child may be late. WDA agrees to care for a pupil who has not been collected from
school, until such a time as he/she has been collected by a parent/carer, or until
appropriate, alternative care arrangements have been made with Social Care, and/or the
Police, in order to maintain the child’s safety. The school will continue to try to make
contact with the parents and if no contact has been made, after trying all the emergency
contacts, the school will contact LBH and the police to seek advice.

All parents will be reminded of this protocol via newsletters and parent mail each term.

The School's Designated Person for Child Protection/Safeguarding will keep a record of
incidents where parents/carers do not collect a child from school or are late for no
explanation or good reason, or where there are repeated incidents. If any concerns about
the child’s safety and welfare result, these will be dealt with in accordance with the
School’s Child Protection/Safeguarding Policy and Procedures.



Appendix 4

PENALTY NOTICE FINES FOR
SCHOOL ATTENDANCE IS
CHANGING T
%%P-m&wmm
g -1 _ _ et pet chid £ ool within 28 doye

mmmmmmmmmm'am
ourised absence in o 10-week period.

Please follow the link for the Publication that will start from 19th August 2024,
www. fov_uk/government/publications/working-together-to-improve-school-attendance



Appendix 5

Letter 1
#% PLEASE MOTE THIS LETTER MUST BE EITHER FOSTED QUT TO BOTH FARENTS, OR GIVEN IN FEESOMN AMD NOT BE
GIVEN TO THE CHILD TO PASS OMN (FLEASE DELETE)*#

Parents)/carers name
a5t Lime of address
and line of address
ABC zDE

Diate: <inserts
Dear <insarts
Re: Invitation to an Attendance Contract meeting to discuss: <inssrs

Mame of Child: <inserc D0 B: <insart>
Registered pupil at: <inssrt: Cwrrent Attendance: <inserts

#%#hoose the most appropriate option below and delete accordinglhy®#

1 Dhid not attend suppartive meeting with Attendances Lead:

Due tg the decling in the regular attendance of your chitd and the lack of engegement with previous attempts to support with reguiar
aitendanoe, we now reguire you to attend an affendance contract meeting on <insarts at <inserts.

2. Attended supportive mesting with Attendonce Lead:

Linfortunately, your child s attendance continues to decline and reguiar attendance af school har mot been maintained. At our
Eupportive meeting held on <insert> we created a plan to el yow and yowr child overconme barriers to attending school, however it
has nat been successful. To further support, we now reguire you to attend an attendance contract meeting on <inzerts

This meeting will be held at school. Fyou require the mesting to be held in a different setting such as virpually, vis telephons, =
home wisit, or if this time or day is not convenient, please contact <insert= by <insert= for alternative arrangements to be madea.

Your views and those of your child will be sought and taken into consideration during this meeating where we will complatz an
attendance contract agreement, the terms of which are negotizted.

Please be awara further action from the school will mean we hawe no alternative but to refier this matter onto the Schoal
Attendance Support Team at Hillingdon Council. You may be at risk of 3 Penalty Motice for unauthorised absence or
prosecution. Thisis a fine of =160 per parent, per child peyable within 28 days. If paid within z2 days itis reduced to =Bo per
parent, per child. if the fine is not paid by the 2Bth day you may be summonad to court.

If @ second penalty fine is issued to the same parent for the same child within a thres-year rolling period, the fing waill
autornatically rise to £250 with no option to pay the lower rete of £80.

If & parent then commits 2 third offence in a three-year rolling peried, Hillingdon Council will need to consider ather appropriate
legz! interventions.

Plaase brimg with you any medical evidence such as & GPConsultant letter or certificate, any prescribed medication (not bought
ower the counter) for any considerations that may be given to your child's absences being suthorised on health grounds.

Ifywou hawve any guestions, please do not hesitate to contact me.
Yours sincaraly,

Attendance Lead
Cc: Principal



Letter 2
#% FLEASE NOTE THIS LETTER MUST BE EITHER FOSTED OUT T BOTH PARENTS, OR GIVEN 1N PERSOM AND NOT
BE GIVEM TC THE CHILD TO PASS OM (FLEASE DELETE) ##

Parent{z)/carers name
ast Lime of 3ddress
2nd line of address
ABCz2DE

Diate: <inserts

Dear <insert=

Re: Invitation to an Attendance Contract meeting to discuss: <inssrts

Marme of Child: <insers D.0.B: <insart=
Registered pupil at: <insert= Cwrrant Attendance: <inseris

Yiour child has failed to regularly attend school and despite invitations to mest and implemeant 3 support plan with you for your
child, you have failed to attend or reschedule 2= outlined in previous letters sent.

A final attendznce contract meeting has been arranged for <inserts at <insarts=.
Thizs meeting will be held &t schoaol. Fyou reguire the meating to be held in a different setting such as virtually, via telephons, &
home visit, or if this time or day is not comvenient, please contact <insert= by <insert- for alternative arrangements to be

made. If we dao not hear from youw by this date, wa will 2ssume you will be in attendance for the mesting.

Yiour views and those of your child will be sought and taken into consideration during this mesting whera we will complete an
attendance contract agreement, the terms of which are negotiated.

In the avent you do not athend, & profassionals mesting will be held to discuss support that may b2 put in place to assist your
child, and you will be notified of the outcome.

Following this mesating, if continued unauthorizad absence persists, it may result in the school referming the matter to the
Attendance Support Team at Hillingdon Council for legal intervention.

Please ba gware further action from the schiool will mean you may be at risk of a Penalty Notice for unauthorised absence or
prosecution. This is a fine of eabo per parent, per child payable within 28 days. If paid within z1 days it is reduced to £30 per
parent, per child. if the fine is not paid by the 2Bth day youw may be summaonead to court.

If & second penalty fine is issued to the same parent for the same child within a thres-year rolling period, the fine will
autormnatically rise to £250 with no option to pay the lower rate of £8o0.

If & perent then commits a third offence in a three-year rolling pericd, Hillingden Council will need to consider appropriate
legzl interventions.

Please brimg with you any medical evidence such as & GPfConsuitant letter or certificate, any prescribad medication (not
bought over the counter) for any considerations that mey be given to your child's absences being authorised on health
grounds.

If wou hawve any guestions, please do not hesitate to contact me.

Yiours sinceraly

Attendance Lead
Ce: Principal



Template 3
** ATTENDANCE CONTRACT TEMPLATE FOR ATTENDANCE MEETING (PLEASE

DELETE) ™

Attendance Contract Agreement

(Formal Support Meeting)

The child named in this agreement has been identified as having low aftendance; the aim of the
attendance confract is fo address this by improving the pupil’s outcomes, enhancing
communication, providing support and ensure a nurtLring envirohment.

Full name of pupil:

DOB:

| Age:

Full address:

School Name:;

School year:

CIN/CP: Yes/Mo | SEND support:

| Yes/No

| EHCP: | Yes/No

Date of meeting:

Persons with Parental Responsibility (this includes the birth parent(s) and persons with

parental responsibility or who have day to day care of the child)

Parental Full name Address Telephone | Tick to
Responsibility Mumber confirm
Present
Father
Mother
Guardian
All present at meeting
Professional Full Name

School senior attendance lead

School attendance officer

Other professionals:

Keyworker/Social worker/Housing
officer/SEND Officer’ YOS Officer/ School
Murse/GP or other health professional/
Safer Schools Police Officer




Reason for Attendance contract

<insert> attendance is currently <insert> out of a possible <insert> sessions.
<insert= has only managed to attend <insert> sessions.

1. Actions taken to date to improve student's school attendance:
Flease tick all boxes that apply. adding dafes, people, outcomes and engagement

SCHOOL SUPPORT! INTERVENTIONS OFFERED

OMeeting with Head of Year OMeeting with Attendance OPhone calls f regular check

Lead ins
COHome visits Oin school counselling |/ OEducational Interventions
pastoral
OOutside school hours OsSupplemental online OTrusted / safe person
sessions learning / learning packs assigned
OSafe / quiet place offered OTime out card / emotion OSEMNCO involvement
cards
Oattendance report / Oany other support / OPart-time timetable
rewards interventions

Please expand on the above selection, providing further information including
plans, dates, professionals, outcomes and engagement

REFERRALS | MULTI AGENCY RESPONSE

OCAMHS referral OStronger Families Key Olnformation provided on
waorker referral anline resources
(Kooth. Knus, Young
Minds)
O SEND Advisory referral O EHCP application / O Alternative Provision [/
SEMDIASS information education



O In year application for 1 Pupil Support referral O Informal managed move |

other schools respite arrangements
O School Murse involved / 0 Referral to other agencies 1 Other
appropriate NHS teams (P3, "oung carers,

Targeted youth services,
HACS, Erilliant Parents)

Please expand on the above selection, providing further information including
plans, dates, professionals, outcomes and engagement

2. Child's comments:
(Where appropriate the pupil can altend the affendance contract Meefing, however their views

must bs sought).

My School and Me booklet completed prior o meeting and attached for primary age pupils who are
not attending the meefing Yes O Mo O

What are the barriers to attending school for the child:

[¥E]



What are the child's aspirations, expectations and goals:

Tick any of the following that the pupil agrees will be helpful in improving attendance, and
that they agree to.

T Preparing for school the O Access online counselling O Engage with named/
night before ikooth, Kous) trusted person/  mentor
(Bag, uniform, check (name)

journey, set alarm)

O Inform trusted person of O Extracurricular activities.
any issues, problem or School clubs
barriers
O Other

1. Parent(s)/carers comments:
What are the barriers to school attendance for the parent(s)/carer: (L'se this space to capture
the comments as ta why their child has poar altendance and any barriers they are experencing)

Tick any of the following that the parent{z)/carer agrees will be helpful in improving
attendance, and that they agree to.

O Phone schoaol when there [ Take child to GP to seek [ Aftend Brilliant parents
are issues appropriate referrals



O Engage with Key Worker

O If unwell zend child to
zchool. If necessary,
gchool will send the child
home

O Consider other
educational options most
suited to your child

O Book medical appointments
outzide of school hours
where possible

O Use sanctions for poor
attemdance and rewards for
improvements

O Make use of breakfast /
after school clubs

O Maintain good
commumnication with
school

O Attend parent’s
evenings and any other
zchool meeting

O Implement time limits on
phone —ensure
appropriate bedtimes

O Other

4. How is this absence affecting the child's progress at school? What can we as a
school do to support the pupil to maximise their potential:

Frovide details on academic progress and social development, If possible, affach a recent repart or
clazs feacher report.

h. What is going well for the child in school
inciude detail on positive aspects of their schaal life:

(W3]



6. What will the school do to help?
Include any further or ongeoing action Anfervention by the school

School will be available for advice and support during the review period. If the child named
in the agreement does not attend regularly and punctually, the school may refer to and
request the Attendance Support Team at Hillingdon Council to consider:

» |ssuing a penalty notice referral from the school of £160.00 to each parent/carer,
per child. If paid within 21 days, the penalty notice is reduced to £80.00 to each
parent/carer, per child

» Aftendance prosecution at the Magistrate’s Court

« An Education Supervision Order

« A Parenting Order.

7. What can the Local Authority do to Help?

Your school Attendance Support Officer at the Hillingdon Council is <insert= and will be
respaonsible foar providing impartial advice to both schoaol and parents on ways to overcome
attendance issues! barriers. Upon request they can attend meetings dependent on
availability .

8. What should parents/carers do:

» Ensure their child attends every day the school is open and available and is on time
for registration

» Provide medical evidence to the school if the child's absence is due to illness.
Flease bring with vou any medical evidence such as a Consultant letter or
certificate, any prescribed medication (not bought over the counter) for any
considerations that may be given to your child's absences being authaorized on
health grounds.

» Where possible send your child into school if they are too unwell to let the school
decide whether they are well enough to stay im school. If the school feels that
heishe is too unwell, then you will not have to provide medical evidence for that
absence.

» Contact the school should there be difficulties with the above points

The pupil's attendance will be monitored over a period of 4 to 6 weeks from
=insert=



| accept the attendance contract agreement is true reflection of what was discussed,
decisions made above and agree to comply with the requirements.

Signed Parent/Carer {delete whers approgriate)

Signed Parent/Carar jdeiste whers appreariats)

Signed F'L.Ipll {where appropriate]

Signed School Attendance Lead/Headteacher

(delete whens approgriate)

Attendance Officer

Other Professional(s)

Date




Letter 4

#= PLEASE MOTE THIS LETTER MUST BE EITHER FOSTED QUT TO BOTH PARENTS, OR GIVEN IN FERSOMN AND NOT
BE GIVEN TO THE CHILD TC PASS OM (PLEASE DELETE] #¥

Parent(s)fcarers name

15t Line of addrass

2nd line of addrass

ABC 2DE

Date: <inserts

Dear <insert=

Re: Formal Support - Attendance Contract Meeting to discuss: <insert=

Mame of Child: <insert= 0.0 B: <insert=

Registered pupil at- <insariz= Current Attendance: <insert=

Thank you for atbending the attendance contract masating on <insert=

Please find sttached 2 copy of the Attendance Contract Agreemeant signed by you and your child (wheare appropriate). Your
views, opinions and comments and those of your child were taken into consideration &t the meating and have formed part of
the agreemsant.

It was agread your child's attendance will be monitored over period of 4 to & weeks from <insert:

Please remamber to provide the school with meadical evidence if your child is absent during the review period as agreed as
part of the attendance contract.

If there is no im provement and continued unauthorised absence persists during this time, it may result in the school refarring
the mattar to the Attendance Support Team at Hillingdon Council for legal intervention.

Please be swars further action from the school will mean you may be at rizk of a Penalty Motice for unauthorisad absence or
prosecution. This is 3 fine of £160 per parent, per child payable within 28 days. |If paid within 21 days it is reduced to £Bo per
parent, per child. if the fine is not paid by the z8th day you may be summonad to court.

If a second penalty fine iz issuad to the same parent for the same child within a three-year rolling period, the fine will
automatically rise to £260 with no option to pay the lower rate of 280,

If 3 parent then commits a third offence in a three-year rolling peried, Hillingdon Council will need to consider appropriate
legal interventions.

Further information that you wish the school to consider or if yow nead advice and support, during the period, please do not
hesitate to contact me and advise either inwriting or by a phone call.

Yours sincerely

Attendance Lead
Cec: Principa



Letter 5
== PLEASE MOTE THIS LETTER MUST BE EITHER POSTED OUT TO EOTH PARENTS, OR GIVEN IN PERSON AMD
MOT BE GIVEM TO THE CHILD TO PASS ONM (PLEASE DELETE) **

Parent(s)/carers namea
1st Line of address
znd line of address
ABC aDE

Cate: <insert>
Cear <inserts
Re: Formal Support - Attendance Contract Meeting to discuss: <insert=

Mame of Child: <inserts D.0.B: <insert>
Registered pupil at: <insert Current Attendance: <insert=

Inmy letter dated <insert> you were invited for a second opportunity to attend an attendance contract meeting
on <insert> to discuss vour child’s continued poor attendance. You have failed to attend on twe cocasions and did
not netify the school of this, nor did vou reguest an alternative meathod to conduct the meeting.

Your child's attendance will be monitored over period of & to & weeks from <inseri=.

Please remember to provide the school with medical evidence if your child is absent during the review pericd as
agreed as part of the attendance contract.

Support agreed at the professionals meesting held has been put in place and will still be available to support vour
child. The school will continue to attempt to engage you in this process. However, ifthere is no improvement and
continued unauthorized absence persists, it may result in the school referring the matter to the Attendance
Support Team at Hillingdon Council for legal intervention.

Flease be aware further action from the school will mean you may be at risk of a Penalty Motice for unauthorised
absence or prosecution. This is a fine of £160 per parent, per child payable within 28 days. If paid within 21 days it

is reduced to £80 per parent, per child. If the fine is not paid by the 28th day vou may be summoned to court.

If a second penalty fine is issued to the same parent for the same child within a three-year rolling period, the fine
will autematically rise to £250 with ne option to pay the lower rate of £80.

If & parent then commits a third offence in a three-year rolling period, Hillingdon Council will need to consider
approprigte legal interventions

Further information that wou wish the school to consider or if you need advice and support, during the pericd,
please do not hesitate to contact me and advise either in writing or by a phone call.

Yours sincerely

Attendance Lead
Cc: Principal



Letter &
** PLEASE NOTE THIS LETTER MUST BE EITHER POSTED OUT TO BOTH PARENTS, OR
GIVEN IN PERSON AND NOT BE GIVEN TO THE CHILD TO PASS ON (PLEASE DELETE) *

Parent{s)fcarers name
ast Line of address
znd line of address
ABC 2DE

Date: cinserts
Dear cinsarts

Re: Formal Support - Attendance Contract Meeting to discuss: <insert>

Mame of Child: <inserts D.0.B: <insert>
Registered pupil at: <insert= Current Attendance: <insert>

At the attendance contract meeting held on <insert= an agreement was signed stating that your child shouwld attend
school regularly, punctually and every day that the school is open and available. The agreement took into
consideration yvour views and those of your child, where appropriate.

Your child's attendance and punctuality has been reviewad and | am pleased to see that it has improved. The matter
will not be progressed from hers if improvemnent is maintained.

| will continue to monitor yvour child's attendance and showld it again become a cawse for concern, contact will be
made.

Please be aware that should your child's attendance decline and there are unauthorised absences, it may resultin
the school referring the matter to the Attendance Support Team at Hillingdon Council for legal intervention. Please
be aware further action from the school will mean you may be at risk of a Penalty Motice for unauthorised absence
or prosecution. This is a fine of £1680 per parent, per child payable within 28 days. If paid within 22 days it is reducad
to £80 per parent, per child. If the fine is not paid by the 28th day you may be summeoned to court.

If 2 second penalty fine is isswed to the same parent for the same child within a three-year rolling period, the fine will

gutomatically rise to £260 with no option to pay the lower rate of £30. If a parent then commits a third offenceina
three-year rolling period, Hillingdon Council will need to consider appropriate legal interventions.

Should yvou nead further information or assistance, please do not hesitate to contact me.

Yours sincerely

Attendance Lead
Cc: Principal



Letter Ta
* PLEASE NOTE THIS LETTER MUST BE EITHER POSTED OUT TO BOTH PARENTS, OR
GIVEN IN PERSON AND NOT BE GIVEN TO THE CHILD TO PASS ON (PLEASE DELETE]) ™

Parant(s)/carers name
ast Line of address
2nd line of address
ABC 2DE

Cate: <insert>
Crear <insarts
Re: Formal Support - Attendance Contract Meeting to discuss: <insert=

Mame of Child: <insertx D.0.B: <insert>
Registered pupil at: <insert» Current Attendance: <insert=

Following the attendance contract meeting on the <insert=> we are disappointed that there has not been sufficient
improvement in your child's attendance, or their attendance has not been maintained.

| would like to offer you the cpportunity to come in for a meeting on <insert> at <insert= to discuss how the
attendance contract can be adjusted and reviewead to help it work. At this meeting we can review any progress or
issues and decide whether the contract is still useful orif it reguires amendments. If you are unable to attend this
meeting, please contact the school so we can offer an alternative date by <insert-.

Failure to attend this meeting may result in the attendance contract being terminated and an alternative
intervention being considered.

It is important children attend schoel regularly and on time every day that the school is opan and available for
attendance. Here at <insert=, cur priority is to ensure cur pupils reach their full potential which can only be done

when pupils attend school regularly.

Please be aware further action will mean that the school will have no alternative but to refer this matter onto the
School Attendance Support Team at Hillingdon Council.

You may be at risk of @ Penalty Motice for unavthorised absence or prosacution. This is a fine of £160 per parent,
per child payable within 28 days. If paid within 21 days it is reduced to £50 per parent, per child. If the fine is not
paid by the 28th day you may be summoned to court.

If @ second penalty fine is issued to the same parent for the same child within a three-year rolling period, the fine
will automatically rise to £160 with no option to pay the lower rate of £80.

If a parent then commits a third offence ina three-year rolling period, Hillingdon Council will need to considar
approprigte legal interventions

Flease do not hesitate to contact me if you have any questions.
Yours sincerely

Attendance Lead
Cc: Principal



Letter 7b
** PLEASE NOTE THIS LETTER MUST BE EITHER POSTED OUT TO BOTH PARENTS, OR
GIVEN IN PERSON AND NOT BE GIVEN TO THE CHILD TO PASS ON (PLEASE DELETE) **

Parent(s)/carers name
1st Line of addrass

znd line of address
ABC zDE

Date: <inserts
Dear <insert:
Re: Formal Support - Attendance Contract Meeting to discuss: <insert=

Mame of Child: <insert= 0.0 B: <insert=
Registered pupil at: <insert= Current Attendance: <inserts

Following the Attendance Contract meeting on the <insert=, we are disappointed that there has been no significant
improvement in your child's attendance.

| attzmpted to contact you on <insert= to discuss reasons your child has been unable to comply with the actions agreed in the
contract, without success.

Asthere has been no improvement and yoau and your child have failed to fulfil the agreed actions, we will now have to consider
terminating the Attendance Contract and consider legal intervention.

It is important children attend schoaol regularty and on time every day that the schoal is open and availakle for attendance.
Here at <inssrt=, our priorty is to ensure our pupils reach their full potentizl which can only be dons when pupils attend school
regularly.

| wiowld like to offer you the opportunity to contact us to discuss any barriers to complyimg with the attendance contract within
five days of the date of this letter. Failure to do so will result in the contract being terminated and further action being
necessary.

Pleaze be aware further action will mean the school has no alternative but to refer this matter onto the School Attendance
Support Team at Hillingdon Cowncil.

You may be at risk of a Penalty Motice for unauthorised absence or prosecution. This is a fine of £260 per parent, per child
payable within 28 days. If paid within 22 days it is reduced to £80 per parent, per child. Ifthe fing is not paid by the 28th day
you may be summoned to court.

If a second penalty fine is issved to the same parent for the same child within a three-year rolling period, the fine will
autamatically rize to £250 with no option to pay the lower rate of £30.

If a parent then commits a third offence in a three-year rolling period, Hillingdon Couwncil will mesed to consider appropriate
legal interventions

Plzasze do not hesitate to contact me if yow have any questions.
Yours sincerely

Attendance Lead
Cc: Principal



Letter &
= PLEASE NOTE THIS LETTER MUST BE EITHER POSTED OUT TO BOTH PARENTS, OR GIVEN

IN PERSON AND NOT BE GIVEN TO THE CHILD TO PASS ON (PLEASE DELETE) **

Parent(s)/carers name
ast Lime of address
znd line of address
ABC zDE

Diate: zinsert:

Drear zinserts

Re: Formal Support - Attendance Contract Meeting to discuss: <insert:

Marme of Child: <inzsrt- 0.0 B: zinsert>
Registered pupil at: <insert= Current Attendance: <insert>

Further to our recent <visitimesting/letteriagreement:, | am concermed that your child's attendance has not improved and is
still 2 cavse for concern. Your child's attendance currently stands at <insert=. <insert: of these absences are unauthorized |

zinsert= these absences are for illness/medical appointments.

Todate, the school has offered you the following support to improwve your child’s attendance.

SUPFORT DATE AGREED | DATE UNMAUTHORISED UMAUTHORISED

OFFERED REVIEWED ABSENCE AT DATE ABSENCE AT REVIEW
OF SUPPORT OF SUPPORT

£.g infarmal 01.10.14 23.10.24 £ zessions 10 =es5i0ns

meeting with

Sform tubar

Failure to improwve attendance will result in a consultation with the Attendance Support Team if there are any further
unavthorised absences during the review period of <day after letter sent — date in three weers' time=, The case will be referred
on to the Attendance Support Team at Hillingdon Council for legal intervention to be considered and you may be at risk of
prosscution under 5444 (1) Edecation Act 29g6. If the unavthorised absence fails to improve during the review period, a
penalty notice may be issved before the review period is completed.

Improvement inyour child’s case would need to consist of ... (here detall if it is improved attendance on a specific day
that Is required, general overall improvement in attendance, unauvthorised [ates or dentist appointments every Froday, on time for
registration, no unauthorized absences, appointments outside of schood et )

Section 7 of the Education Act 1555 places upon parents a duty to ensure their child receives suitable efficient full-time
education either by regular attendance st school or education otherwise.

Section Li4 (1){A) of the sames Act states that where a parent of a child who knowingly and without reasonable justification
fails to ensure regular attendance of a registered pupil at that school, the parent of the child shall be guilty of an offence
against that Section. Hillingdon Council may, where necessary, institwte legal proceedings in the Magistrates Court under this
section of the Education Act 1595 against those parents concemed.

Poor attendance is taken very seriouslhy at our schiool and research shows a clear link between absence and poor progress in
schoals and colleges and future life opportunities.

I you would like to discuss the contents of this letter, please contact me on <insert= and | can arrange a meeting with you.

fours sincerely
Principal



Letter 9
** PLEASE NOTE THIS LETTER MUST BE EITHER POSTED OUT TO BOTH PARENTS,
OR GIVEN IN PERSON AND NOT BE GIVEN TO THE CHILD TO PASS ON (PLEASE
DELETE) **

Parent(s)fcarers name
1zt Line of address

2nd line of address
ABC 2DE

Date: <insert=
Cear <insert»
Re: Formal Support - Attendance Contract Meeting to discuss: <insert»

Mame of Child: <insert= D.0.B: <insert=
Registered pupil at: <insert» Current Attendance: <inserix

As stated in our previous letters, your child’'s attendance has not improved and therefore we have no other
option but to take further action which is to refer this matter onto the School Attendance Support Team at

Hillingden Coundil.

The Schocol Attendance Support Team at Hillingdon Council may consider legal intervention against you for
failing to ensure vour child attends school regularly and punctually.

You may be at risk of a Penalty Motice for unauthorised absence or prosecution. This is @ fine of £1260 per parant,
per child payable within 23 days. If paid within 21 days it is reduced to £80 per parent, per child. If the fine is not
paid by the z8th day vou may be summoned to court.

If @ second penalty fine is issued to the same parent for the same child within a three-year rolling periad, the
fing will automatically rise to £260 with no option to pay the lower rate of £8a.

If @ parent then commits a third offence ina thres-year rolling period, Hillingdon Council will consider
approprigte legal interventicns

Please do not hesitate to contact me if vouw have any questions.

Yours sinceraly

Principal



