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Excellent Attendance at School leads to outstanding education and outcomes.

This policy aims to show our commitment to meeting our obligations with regards to school attendance,
including those laid out in the Department for Education’s (DfE’s) statutory guidance on working together
to improve school attendance (applies from 19 August 2024), through our whole-school culture and
ethos that values good attendance.

At Seaford Head School, we aim for an environment which enables and encourages all members of the
community to achieve their best. For our students to be able to gain the most from their education it is
vital they attend school, on time, every day unless the reason for absence is unavoidable. We expect all
students to be aiming for 100% attendance.

Any absence affects the pattern of a student’s schooling and regular absence will seriously affect their
learning, self-esteem and friendships. Ensuring your child’s regular attendance is your legal responsibility
and permitting absence from Seaford Head School without a good reason is an offence in law and may
result in prosecution.

Helping to create a pattern of regular attendance is everybody’s responsibility — parents/carers,
students and all members of school staff.

Seaford Head School expect all parents/carers to promote good attendance. To
help us all to focus on this the school will:

* Give you details on attendance in our termly school newsletter.

* Report to you throughout the academic year on how your child is performing in school and what
their attendance percentage is.

« Celebrate good attendance by sharing house achievements and individual achievements.

« Promote student attendance through tutor time activities and assemblies and whole school
challenges

« Award termly house points to students, 6 House Points for 100%, 3 House Points for 96% to
99.9%, 1 House Points a week for 100% a message is also sent home to parent/carers
informing them of the achievement.

Attendance register
We will keep an electronic 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. It will mark, using the appropriate national attendance and absence codes from the School
Attendance (Pupil Registration) (England) Regulations 2024, whether every pupil is:

> Present

> Attending an approved off-site educational activity
> Absent

> Unable to attend due to exceptional circumstances
Any amendment to the attendance register will include:
> 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 will also record:
> Whether the absence is authorised or not
> The nature of the activity, where a pupil is attending an approved educational activity
> 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 6 years after the date on which the entry was made.
The school day starts at 08:40 and ends at 15:00
Pupils must arrive in school by 08:35 on each school day.

The register for the first session will be taken at 08:40 and will be kept open until 09:10. The register for the
second session will be taken at 12:35 and will be kept open until 13:05

Unplanned absence

The pupil’s parent must notify the school of the reason for the absence on the first day of an unplanned
absence as soon as practically possible

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

Where the absence is longer than 5 days, or there are doubts about the authenticity of the iliness, the
school will ask for 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 will be notified of this in advance.

Planned absence

Attending a medical or dental appointment will be counted as authorised as long as the pupil’s parent
notifies the school in advance of the appointment.

However, we encourage parents 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 parent must also apply for other types of term-time absence as far in advance as possible of the
requested absence. Go to section 5 to find out which term-time absences the school can authorise.

Lateness and punctuality

A pupil who arrives late:

> Before the register has closed will be marked as late, using the appropriate code
> After the register has closed will be marked as absent, using the appropriate code

Following up unexplained absence

Where any pupil we expect to attend school does not attend, or stops attending, without reason, the school
will:

> Call the pupil’s parent on the morning of the first day of unexplained absence to ascertain the reason. If
the school cannot reach any of the pupil’s emergency contacts, the school may conduct a home visit

> Identify whether the absence is approved or not

> ldentify the correct attendance code to use and input it as soon as the reason for absence is ascertained
— this will be no later than 5 working days after the session(s) for which the pupil was absent

> Call the parent on each day that the absence continues without explanation, to make sure proper
safeguarding action is taken where necessary. If absence continues, the school will consider involving
an education welfare officer

> Where relevant, report the unexplained absence to the pupil’s youth offending team officer



> Where appropriate, offer support to the pupil and/or their parents to improve attendance

> Identify whether the pupil needs support from wider partners, as quickly as possible, and make the
necessary referrals

> Where support is not appropriate, not successful, or not engaged with: issue a notice to improve, penalty
notice or other legal intervention (see section below), as appropriate

Approval for term-time absence

The headteacher will allow pupils to be absent from the school site for certain educational activities, or to
attend other schools or settings.

The headteacher will only grant a leave of absence to a pupil during term time if the request meets the
specific circumstances set out in the 2024 school attendance regulations. These circumstances are:

> Taking part in a regulated performance, or regulated employment abroad
> Attending an interview

> Study leave

> A temporary, time-limited part-time timetable

> Exceptional circumstances

A leave of absence is granted at the headteacher’s discretion, including the length of time the pupil is
authorised to be absent for.

Taking holidays in term time will affect a student’s schooling as much as any other absence and we expect
parents/carers to help us by not taking your child away in school time. There is no automatic entitlement in
law to time off in school time to go on holiday and at Seaford Head holidays in term time will only be
authorised in exceptional circumstances, for example a parent/carer in the forces being deployed for a tour
of duty overseas. Holidays taken in Term Time will have Penalty Fines Issued against them.

If there are very exceptional circumstances the school may authorise a leave of absence — in these
circumstances the parent/carer should apply using the Withdrawal from Learning Form available from the
schools website and emailed or sent into the Attendance Officer. All applications in these exceptional
circumstances must be made in advance. In making a decision the School will consider the circumstances
of each application individually, including any previous pattern of absence in term time. Leave of absence
will not be granted for a pupil to take part in protest activity during school hours.

As a leave of absence will only be granted in exceptional circumstances, it is unlikely a leave of absence will
be granted for the purposes of a family holiday.

The school considers each application for term-time absence individually, taking into account the specific
facts, circumstances and relevant background context behind the request.

Any request should be submitted as soon as it is anticipated and, where possible, at least 4 weeks before
the absence, and in accordance with any leave of absence request form, accessible via our attendance
officer. The headteacher may require evidence to support any request for leave of absence.

Other valid reasons for authorised absence include (but are not limited to):

> lliness (including mental-health iliness) 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 parent(s) belong(s). If necessary, the school will seek advice from the parent’s
religious body to confirm whether the day is set apart

> Parent(s) 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



> If the pupil is currently suspended or excluded from school (and no alternative provision has been made)

Other reasons the school may allow a pupil to be absent from the school site, which are not classified as
absences, include (but are not limited to):

> Attending an offsite approved educational activity, sporting activity or visit or trip arranged by the school
Attending another school at which the pupil is also registered (dual registration)
Attending provision arranged by the local authority

Attending work experience
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If there is any other unavoidable cause for the pupil not to attend school, such as disruption to travel
caused by an emergency, a lack of access arrangements, or because the school premises are closed

Excluded children

When a child is excluded from school, the parent will be responsible for ensuring that their child is not found
in a public place during normal school hours on the first five days of each and every fixed period or
permanent exclusion. (Section 103 Education and Inspections Act)

Sanctions

Our school will make use of the full range of potential sanctions — including, but not limited to, those listed
below — to tackle poor attendance. Decisions will be made on an individual, case-by-case basis.

Penalty notices

The headteacher (or someone authorised by them), local authority or the police can fine parents for the
unauthorised absence of their child from school, where the child is of compulsory school age, by issuing a
penalty notice.

If the school issues a penalty notice, it will check with the local authority before doing so, and send it a copy
of any penalty notice issued.

Before issuing a penalty notice, the school will consider the individual case, including:

> Whether the national threshold for considering a penalty notice has been met (10 sessions of
unauthorised absence in a rolling period of 10 school weeks)

> Whether a penalty notice is the best available tool to improve attendance for that pupil

> Whether further support, a notice to improve or another legal intervention would be a more appropriate
solution

> Whether any obligations that the school has under the Equality Act 2010 make issuing a penalty notice
inappropriate

A penalty notice may also be issued where parents allow their child to be present in a public place during
school hours without reasonable justification, during the first 5 days of a suspension or exclusion (where the
school has notified the parents that the pupil must not be present in a public place on that day).

Each parent who is liable for the pupil’s offence(s) can be issued with a penalty notice, but this will usually
only be the parent/parents who allowed the absence.

The payment must be made directly to the local authority, regardless of who issues the notice. If the
payment has not been made after 28 days, the local authority can decide whether to prosecute or withdraw
the notice.

If issued with a first penalty notice, the parent must pay £80 within 21 days, or £160 within 28 days.

If a second penalty notice is issued to the same parent in respect of the same pupil, the parent must pay
£160 if paid within 28 days.

A third penalty notice cannot be issued to the same parent in respect of the same child within 3 years of the
date of the issue of the first penalty notice. In a case where the national threshold is met for a third time
within those 3 years, alternative action will be taken instead.



Notices to improve

If the national threshold has been met and support is appropriate, but parents do not engage with offers of
support, the school may offer a notice to improve to give parents a final chance to engage with support.

Notices to improve will be issued in line with processes set out in the local code of conduct for the local

authority area in which the pupil attends school.

They will include:

> Details of the pupil’s attendance record and of the offences

> The benefits of regular attendance and the duty of parents under section 7 of the Education Act 1996

>
>
>

Details of the support provided so far

A clear timeframe of between 3 and 6 weeks for the improvement period

Opportunities for further support, or to access previously provided support that was not engaged with

A clear warning that a penalty notice may be issued if attendance doesn’t improve within the
improvement period, along with details of what sufficient improvement looks like, which will be decided
on a case-by-case basis

The grounds on which a penalty notice may be issued before the end of the improvement period

Attendance Equates to Which Is approximately Which means
during the days absent the number of
school year lessons missed
94% 10 2 weeks 50 Lessons
90% 19 4 weeks 100 lessons
85% 29 6 weeks 150 lessons
80% 38 8 weeks 200 lessons
75% 48 10 weeks 250 lessons
70% 57 11.5 weeks 290 lessons
65% 67 13.5 weeks 340 lessons




A student becomes a “persistent absentee” when they miss 10% (19 days) or more
schooling across the school year for whatever reason. Absence at this level may have
considerable damage to any student’s educational prospects and we need parents/carers’ full
support and cooperation to tackle this.

We monitor all absence thoroughly. Any case that is seen to have reached the Persistent
Absentee mark or is at risk of moving towards it may be referred to our Education Welfare
Officer and a legal process may be explored. Students are also likely to be involved in other
interventions where absence affects attainment, these are outlined below:

Seaford Head School - Response to pupil absence

1st Instance 2nd Instance | 3rd Instance | 4th Instance 5th Instance &th Instance || 7th Instance || 8th Instance |

Tutor to talk AHOY - Pupil HOY - Review AO - Cause for AQ - Medical EWO/HOY - EWO/AHT - FPN Legal Action
Pupil Voice concern letter evidence request Attendance plan Warning Parental
letter parental meeting Meeting

Form tuter to have AHOY to meet with HOY to meet pupil Cail oM Request for If attendance does If attendance does
pupil and conduct M

L In the
an

provided to pupils.

Lateness

Poor punctuality is not acceptable. If a student misses the start of the day they can miss
essential work, late arriving students also disrupt lessons. Students who are late to school
before registration closes will receive a 20 min lunchtime detention, if they are late after
Registration they will be given a 1hr Afterschool

Lost minutes = Lost learmnming

19

days lost

i3

days lost

10

days lost

10

minutes late minutes late minutes late minutes late

“Owver one full academic year



Expectation for students

Irregular attendance means that students will miss out on aspects of the educational
experience on offer at Seaford Head School.

Students need to understand that if they are absent or late they will not get access to
their entitlement of learning for success. Furthermore, their development of their social
skills, key learning skills and their ability to achieve academically will be severely
compromised. Students should:

= Aim for 100% attendance, only being absent through genuine illness
* Arrive at school by 8.30am in time for Tutor/Period 1 at 8.40am and be
punctual to every lesson
« Register at the Attendance office/student services if they are late into school.
* Communicate with individual teachers and catch up on work missed
during the period of absence

The role of the Education Welfare Officer is to help the school improve attendance by working
closely with our families and staff to ensure the most appropriate support is in place for
individuals. This will include, but is not exclusive to:

Sending attendance letters home

Meeting families in school

Meeting pupils to discuss their attendance
Conducting home visits

Implementing legal interventions, where necessary

Education Welfare Officer — Mrs Joanne Owen — joanneowen@seafordhead.org

Absence telephone number — 01323 872728

The role of the School's Attendance Officer is to help the school improve attendance and
meet the needs of children and young people by supporting, advising them and their families
using a range of different tools, i.e. group mentoring, liaising with outside agencies, informing
parents/carers of their rights and responsibilities in relation to regular school attendance and
the process of legal proceedings in relation to non-school attendance.

They also help the school develop appropriate strategies in partnership with other
agencies to maintain and/or improve levels of attendance to help ensure the school’s
performance indicators and targets are met. The Attendance Officer works together with
Heads of Year, Assistant Heads of Year and the Education Welfare Officer on a weekly
basis to ensure consistency with student attendance.

Attendance Officer — Mrs Patricia Haigh-Stephens — PatriciaHaigh-
Stephens@seafordhead.org

absence@seafordhead.org

Absence telephone number — 01323 872728



The following codes are taken from the DfE’s guidance on school attendance.

Code

C1

J1

Definition

Present (am)

Present (pm)

Late arrival

Scenario

Pupil is present at morning registration

Pupil is present at afternoon registration

Pupil arrives late before register has closed

Attending a place other than the school

Attending education provision
arranged by the local authority

Attending an educational visit or trip

Participating in a sporting activity

Attending work experience

Attending any other approved
educational activity

Dual registered

Pupil is attending a place other than a school at
which they are registered, for educational
provision arranged by the local authority

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

Pupil is participating in a supervised sporting
activity approved by the school

Pupil is on an approved work experience
placement

Pupil is attending a place for an approved
educational activity that is not a sporting activity
or work experience

Pupil is attending a session at another setting
where they are also registered

Absent — leave of absence

Participating in a regulated
performance or undertaking
regulated employment abroad

Medical/dental appointment

Interview

Study leave

Not required to be in school

Pupil is undertaking employment (paid or unpaid)
during school hours, approved by the school

Pupil is at a medical or dental appointment

Pupil has an interview with a prospective
employer/educational establishment

Pupil has been granted leave of absence to study
for a public examination

Pupil of non-compulsory school age is not
required to attend



C2

Y1

Y2

Y3

Y4

Y5

Y6

Part-time timetable

Exceptional circumstances

Pupil is not in school due to having a part-time
timetable

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

Absent — other authorised reasons

Parent travelling for occupational
purposes

Religious observance

lliness (not medical or dental
appointment)

Suspended or excluded

Pupil is a ‘mobile child’ who is travelling with their
parent(s) who are travelling for occupational
purposes

Pupil is taking part in a day of religious
observance

Pupil is unable to attend due to illness (either
related to physical or mental health)

Pupil has been suspended or excluded from
school and no alternative provision has been
made

Absent — unable to attend school because of unavoidable cause

Lack of access arrangements

Transport not available

Widespread disruption to travel

Part of school premises closed

Whole school site unexpectedly
closed

Criminal justice detention

Public health guidance or law

Pupil is unable to attend school because the
local authority has failed to make access
arrangements to enable attendance at school

Pupil is unable to attend because school is not
within walking distance of their home and the
transport normally provided is not available

Pupil is unable to attend because of widespread
disruption to travel caused by a local, national or
international emergency

Pupil is unable to attend because they cannot
practicably be accommodated in the part of the
premises that remains open

Every pupil absent as the school is closed
unexpectedly (e.g. due to adverse weather)

Pupil is unable to attend as they are:
. In police detention

e Remanded to youth detention, awaiting
trial or sentencing, or

. Detained under a sentence of detention

Pupil’s travel to or attendance at the school would
be prohibited under public health guidance or law



Y7

Any other unavoidable cause

To be used where an unavoidable cause is not
covered by the other codes

Absent — unauthorised absence

Holiday not granted by the school

Reason for absence not yet
established

Absent in other or unknown
circumstances

Arrived in school after registration
closed

Pupil is absent for the purpose of a holiday, not
approved by the school

Reason for absence has not been established
before the register closes

No reason for absence has been established, or
the school isn’t satisfied that the reason given
would be recorded using one of the codes for
authorised absence

Pupil has arrived late, after the register has
closed but before the end of session

Administrative codes

Prospective pupil not on admission
register

Planned whole-school closure

Pupil has not joined school yet but has been
registered

Whole-school closures that are known and
planned in advance, including school holidays



Legislative Framework for School Attendance and Absence

This policy is based on the Department for Education’s (DfE’s) statutory guidance on working
together to improve school attendance (applies from 19 August 2024) and school attendance
parental responsibility measures. The guidance is based on the following pieces of legislation,
which set out the legal powers and duties that govern school 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,
and 2016 amendments)

> The Education (Penalty Notices) (England) (Amendment) Requlations 2013
It also refers to:

> School census guidance

> Keeping Children Safe in Education

> Mental health issues affecting a pupil's attendance: guidance for schools

The legal framework governing school attendance and the responsibilities of parents of
excluded pupils, schools/ academies and the LA is set out in a succession of acts,
regulations and other guidance.

Education Act 1996 Under Section 7 of the Act: the parent is responsible for making sure
that their child of compulsory school age receives efficient full time education that is

suitable to the child’'s

age, ability and aptitude and to any special educational needs that the child may have, this
can be by regular attendance at school, or otherwise (the parent can choose to educate their
child

themselves). If it appears to the LA that a child of compulsory school age is not receiving a
suitable education, either by regular attendance at school or otherwise then they must begin
procedures for issuing a School Attendance Order under Section 437 of the Education Act
1996.

If a child of compulsory school age who is registered at a school fails to attend the school
regularly the parent is guilty of an offence under Section 444(1) of the Education Act 1996. In
addition, if it can be proved that a parent knew of the child’s non-attendance and failed to act,
then they may be

found guilty under Section 444(1 A). This offence (known as the higher or aggravated offence)
can

lead to a warrant being issued compelling a parent to attend court and conviction may

result in a higher level fine and/or a custodial sentence.

On 6 April 2017, in the case of Isle of Wight Council v Platt [2017] UKSC 28, the Supreme
Court ruled

that the word ‘regularly’ means ‘in accordance with the rules prescribed by the school.’

Anti-social Behaviour Act 2003 http://www.legislation.gov.uk/ukpga/2003/38/contents The
Act added two new sections (444A and 444B) to the Education Act. It introduced penalty
notices as an alternative to prosecution under Section 444; the issuing of penalty notices is
governed by:

The Education (Penalty Notices) (England) Regulations®2007 The Education
(Penalty Notices) (England) (Amendment) 2013
http://www.legislation.gov.uk/uksi/2013/757/contents/made



Children Act 1989 http://www.legislation.gov.uk/ukpga/1989/41/section/36
Crime and Disorder Act 1998 https://www.legislation.gov.uk/ukpga/1998/37/section/16
Education and Inspections Act 2006 http://www.legislation.gov.uk/ukpga/2006/40/contents

The Education (Pupil Registration) (England) Regulations 2006 (Amended 2013)
http://www.legislation.gov.uk/uksi/2013/756/regulation/2/made



