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Statement of intent
Havannah Primary School believes that in order to facilitate teaching and learning, good attendance is essential. Pupils cannot achieve their full potential if they do not regularly attend school.
We understand that barriers to attendance are complex, and that some pupils find it harder than others to attend school; therefore, we will continue to prioritise cultivating a safe and supportive environment at school, as well as strong and trusting relationships with pupils and parents.
We take a whole-school approach to securing good attendance, and recognise the impact that our efforts in other areas – such as the curriculum, behaviour standards, bullying, SEND support, pastoral support, and the effective use of resources such as pupil premium – can have on improving pupil attendance.
We are committed to:
· Promoting and modelling high attendance and its benefits.
· Ensuring equality and fairness for all. 
· Ensuring this attendance policy is clear and easily understood by staff, pupils and parents.
· Intervening early and working with other agencies to ensure the health and safety of our pupils.
· Building strong relationships with families to overcome barriers to attendance.
· Working collaboratively with other schools in the area, as well as other agencies.
· Ensuring parents follow the framework set in section 7 of the Education Act 1996, which states that the parent of every child of compulsory school age shall cause them to receive efficient full-time education suitable to their age, ability and aptitude, and to any SEND they may have, either by regular attendance at school or otherwise. 
· Ensuring our attendance policy is clear and easily understood by all staff, parents and pupils.
· Regularly monitoring and analysing attendance and absence data to identify pupils or cohorts that require more support.
The school’s attendance officer is Joanne Worrall , and can be contacted via email on admin@havannah.cheshire.sch.uk. Staff, parents and pupils will be expected to contact the attendance officer for queries or concerns about attendance.

Teal Salmon Butty
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This policy has due regard to all relevant legislation and statutory guidance including, but not limited to, the following: 
· Education Act 1996
· Equality Act 2010
· The Education (Pupil Registration) (England) Regulations 2006 (As amended)
· The Children (Performances and Activities) (England) Regulations 2014
· Children and Young Persons Act 1963
· DfE (2024) ‘Working together to improve school attendance’
· DfE (2024) ‘Keeping children safe in education (KCSIE) 2024’
·  DfE (2024) ‘Children missing education’
·  DfE (2024) ‘Providing remote education’
· DfE (2024) ‘Summary table of responsibilities for school attendance’ 
This policy operates in conjunction with the following school policies:
· Child Protection and Safeguarding Policy
· Complaints Procedures Policy
· Behaviour Policy
· SEND Policy
· Supporting Pupils with Medical Conditions Policy
· Social, Emotional and Mental Health (SEMH) Policy
· Children Missing Education Policy
· Home Visit Policy
· Pupils with Additional Health Needs Attendance Policy
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The governing board has overall responsibility for:
· Monitoring the implementation of this policy and all relevant procedures across the school.
· Promoting the importance of good attendance through the school’s ethos and policies.
· Arranging attendance training for all relevant staff that is appropriate to their role.
· Working with the SLT to set goals for attendance and providing support and challenge around delivery against those goals.
· Regularly reviewing attendance data.
· Ensuring that this policy, as written, does not discriminate on any grounds, including, but not limited to, ethnicity/national origin, culture, religion, gender, disability or sexual orientation.
· Handling complaints regarding this policy as outlined in the school’s Complaints Procedures Policy. 
· Having regard to KCSIE when making arrangements to safeguard and promote the welfare of children.
· Ensuring there is a Children Missing Education Policy in place and that this is regularly reviewed and updated.
· Ensuring school staff receive adequate training on attendance
The headteacher is responsible for:
· The day-to-day implementation and management of this policy and all relevant procedures across the school.
· Appointing a member of the SLT to the attendance officer role. 
· Ensuring all parents are aware of the school’s attendance expectations and procedures.
· Ensuring that every pupil has access to full-time education and will act as early as possible to address patterns of absence.
Staff are responsible for: 
· Following this policy and ensuring pupils do so too. 
· Ensuring this policy is implemented fairly and consistently.
· Modelling good attendance behaviour.
· Using their professional judgement and knowledge of individual pupils to inform decisions as to whether any welfare concerns should be escalated.
· Where designated, taking the attendance register at the relevant times during the school day.
The attendance officer is responsible for:
· The overall strategic approach to attendance in school.
· Developing a clear vision for improving attendance.
· Monitoring attendance and the impact of interventions.
· Analysing attendance data and identifying areas of intervention and improvement.
· Communicating with pupils and parents with regard to attendance.
· Leading a compassionate approach when listening to parents and pupils regarding barriers to attendance.
· Following up on incidents of persistent poor attendance.
· Enforcing attendance through statutory interventions in cases of persistent poor attendance where other supports have not succeeded.
· Informing the LA of any pupil being deleted from the admission and attendance registers.
Pupils are responsible for:
· Attending their lessons and any agreed activities when at school.
· Arriving punctually to lessons when at school.
· Following any support provided by the school to improve attendance.
Parents are responsible for:
· Providing accurate and up-to-date contact details.
· Providing the school with more than one emergency contact number.
· Updating the school if their details change.
· The attendance of their children at school.
· Promoting good attendance with their children.
· Proactively engaging with any attendance support offered by the school and the LA.
· Notifying the school as soon as possible when their child has to be unexpectedly absent.
· Requesting leave of absence only in exceptional circumstances, and in advance.
· Booking any medical appointments around school where possible.
· Following any family-based support implemented by the school to improve attendance.
[bookmark: _Roles_and_responsibilities][bookmark: _Monitoring_and_review][bookmark: _Definitions]Definitions 
The following definitions apply for the purposes of this policy: 
Absence:
· Arrival at school after the register has closed
· Not attending the registered school for any reason
Authorised absence:
· An absence for sickness for which the school has granted leave
· Medical or dental appointments which unavoidably fall during school time, for which the school has granted leave
· Religious or cultural observances for which the school has granted leave
· An absence due to a family emergency
Unauthorised absence:
· Parents keeping children off school unnecessarily or without reason
· Truancy before or during the school day
· Absences which have never been properly explained
· Arrival at school after the register has closed
· Absence due to shopping, looking after other children or birthdays
· Absence due to day trips and holidays in term-time which have not been agreed
· Leaving school for no reason during the day
Persistent absence (PA):
· Missing 10 percent or more of schooling across the year for any reason
Missing education
· Not registered at a school and not receiving suitable education in a setting other than a school
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The school has high expectations for pupils’ attendance and punctuality, and ensures that these expectations are communicated regularly to parents and pupils. 
Pupils will be expected to attend school punctually every day they are required to be at school, for the full day. 
The school day starts at 8:45am and pupils will be in their classroom, ready to begin lessons at this time; therefore, pupils will be expected to be on the school site by 8:40am. Pupils will have a morning break at 10:45am, which will last until 11:00am, and a lunch break at 12:00pm, which will last until 1:00pm – pupils will be expected to have returned from each break and be ready to recommence learning at the stated times.
Registers will be taken as follows throughout the school day:
· The morning register will be marked by 9:am. Pupils will receive a late mark if they are not in their classroom by this 8:45am. Pupils attending after this time will receive a mark to show that they were on site, but this will count as a late mark
· The morning register will close at 9:15am. Pupils will receive a mark of absence if they do not attend school before this time
· The afternoon register will be marked by 1:00pm. Pupils will receive a late mark if they are not in their classroom by this time
· The afternoon register will close at 1:10pm. Pupils will receive a mark of absence if they are not present
Pupils will be encouraged to communicate any concerns related to attendance and absence as soon as possible to the relevant member of staff.
[bookmark: _[Updated]_Pupils_at]Absence procedures 
Parents will be required to contact the school office via telephone before 8:45am on the first day of their child’s absence – they will be expected to provide an explanation for the absence and an estimation of how long the absence will last, e.g. one school day. 
Where a pupil is absent, and their parent has not contacted the school by the close of the morning register to report the absence, administrative staff will contact the parent by telephone call/email as soon as is practicable on the first day that they do not attend school.
The school will always follow up any absences in order to:
· Ascertain the reason for the absence.
· Ensure the proper safeguarding action is being taken.
· Identify whether the absence is authorised or not.
· Identify the correct code to use to enter the data onto the school census system.
The school will not request medical evidence in most circumstances where a pupil is absent due to illness; however, the school reserves the right to request supporting evidence where there is genuine and reasonable doubt about the authenticity of the illness.
In the case of PA, arrangements will be made for parents to speak to the attendance officer. The school will inform the LA, on a termly basis, of the details of pupils who fail to attend regularly, or who have missed 10 school days or more without authorisation. 
If a pupil’s attendance drops below 90 percent, the attendance officer will be informed, and a formal meeting will be arranged with the pupil’s parent.
Where a pupil has not returned to school for 10 days after an authorised absence, or is absent from school without authorisation for 20 consecutive school days, the school will remove the pupil from the admissions register if the school and the LA have failed to establish the whereabouts of the pupil after making reasonable enquiries.
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The school uses SIMS to keep attendance registers to ensure they are as accurate as possible and can be easily analysed and shared with the appropriate authorities.
Designated staff members will take the attendance register at the start of each school day and at the start of the afternoon session. This register will record whether pupils are:
· Present.
· Absent.
· Attending an approved educational visit.
· Unable to attend due to exceptional circumstances.
 The school will use the national attendance codes to ensure attendance and absence are monitored and recorded in a consistent way. The following codes will be used:
· # = planned whole school closure
· / = Present in the morning
· \ = Present in the afternoon
· L = Late arrival before the register has closed
· C = Leave of absence granted by the school for exceptional circumstances
· S = Study leave
· C1 = Leave of absence for participating in a regulated performance or employment abroad
· C2 = Leave of absence for part-time pupils
· E = Suspended or permanently excluded but no alternative provision made
· J1 = Leave of absence for job or education interviews
· I = Illness
· M = Medical or dental appointments
· K = Attending provision arranged by the LA
· R = Religious observance
· B = Off-site education activity
· G = Unauthorised holiday
· O = Unauthorised absence
· U = Arrived after registration closed
· N = Reason not yet provided
· X = Not required to be in school
· T = Traveller absence
· Q = Absent due to a lack of access arrangements or due to the pupil having to attend a school that does not qualify for travel arrangements and is more than walking distance from where they live.
· V = Educational visit or trip
·  P = Participating in a supervised sporting activity, with supervision being physically provided by an appropriately trained and knowledgeable person
· D = Dual registered – at another educational establishment
· W = Attending work experience
· Y1 = Absent due to their regular transport not being available
· Y2 = Absent due to travel disruption
· Y3 = Absent due to part of the school premises being closed
· Y4 = Absent due to the school site being closed
· Y5 = Absent due to being in criminal justice detention
· Y6 = Absent due to public health guidance or law, despite the pupil being well enough to attend
· Y7 = Absent due to any other unavoidable cause, the nature of which must be documented by the school.
· Z = Pupil not on admission register
When the school has planned in advance to be fully or partially closed, the code ‘#’ will be used for the relevant pupils who are absent. This code will also be used to record year groups who are not due to attend because the school has set different term dates for different years, e.g. induction days.
 Where there is more than one afternoon session, and therefore the attendance register is taken more than once in the same afternoon, the school will use the codes from the last afternoon session as the basis for its statistical attendance data.
Pupils who are absent from school but are receiving remote education for any reason will be marked as absent in the register.
All amendments made to the attendance register will include the original entry, the amended entry, the reason for the amendment, the date of amendment and the name and role of the person who made the amendment.
Every entry received into the attendance register will be preserved for three years
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Parents will be required to request certain types of absence in advance. All requests for absence will be handled by the headteacher – the decision to grant or refuse the request will be at the sole discretion of the headteacher, taking the best interests of the pupil and the impact on the pupil’s education into account. The headteacher’s decision is not subject to appeal; however, the school will be sympathetic to requests for absence by parents, and will not deny any request without good reason.
Leave of absence
The school will only grant a pupil a leave of absence in exceptional circumstances. In order to have requests for a leave of absence considered, the school will expect parents to contact the headteacher in writing at least two weeks prior to the proposed start date of the leave of absence, providing the reason for the proposed absence and the dates during which the absence would be expected to occur. 
Any requests for leave during term time will be considered on an individual basis and the pupil’s previous attendance record will be taken into account. Where the absence is granted, the headteacher will determine the length of time that the pupil can be away from school. The school is not likely to grant leaves of absence for the purposes of family holidays.
Requests for leave will not be granted in the following circumstances: 
· Immediately before and during statutory assessment periods
· When a pupil’s attendance record shows any unauthorised absence
If term-time leave is not granted, taking a pupil out of school will be recorded as an unauthorised absence and may result in sanctions, such as a penalty notice. The school cannot grant leaves of absence retrospectively; therefore, any absences that were not approved by the school in advance will be marked as unauthorised.
Illness and healthcare appointments
Parents will be expected to make medical or dental appointments outside of school hours wherever possible. Where this is not possible, parents will be expected to obtain approval for their child’s absence to attend such appointments as far in advance as is practicable. Parents will be responsible for ensuring their child misses only the amount of time necessary to attend the appointment.
[bookmark: _Hlk104207035]Performances and activities, including paid work
The school will ensure that all pupils engaging in performances or activities, whether they receive payment or not, which require them to be absent from school, understand that they will be required to obtain a licence from the LA which authorises the school’s absence(s).
Additional arrangements will be made by the school for pupils engaging in performances or activities that require them to be absent from school to ensure they do not fall behind in their education – this may involve private teaching. 
Religious observance
Parents will be expected to request absence for religious observance at least two weeks advance. 
The school will only accept requests from parents for absence on grounds of religious observance for days that are exclusively set apart for religious observance by the relevant religious body. The school will define this as a day where the pupil’s parents would be expected by an established religious body to stay away from their employment to mark the occasion. 
The school may seek advice from the religious body in question where there is doubt over the request.
Gypsy, Roma and Traveller absence
Where a pupil’s parent belongs to a community covered by this code and is travelling for occupational purposes, the parent will be expected to request a leave of absence for their child at least two weeks in advance. Absences will not be granted for pupils from these communities under this code for reasons other than travel for occupational purposes.
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The school recognises that pupils with SEND and/or health conditions, including mental health issues, may face greater barriers to attendance than their peers, and will incorporate robust procedures to support pupils who find attending school difficult.
In line with the SEND Policy and Supporting Pupils with Medical Conditions Policy, the school will ensure that reasonable adjustments are made for disabled pupils to reduce barriers to attendance, in line with any EHC plans or IHPs that have been implemented. The school will secure additional support from external partners to help bolster attendance where appropriate. 
Where the school has concerns that a pupil’s non-attendance may be related to mental health issues, parents will be contacted to discuss the issue and whether there are any contributory factors to their child’s lack of attendance. Where staff have a mental health concern about a pupil that is also a safeguarding concern, they will inform the DSL and the Child Protection and Safeguarding Policy will be followed. All pupils will be supported with their mental health in accordance with the school’s Social, Emotional and Mental Health (SEMH) Policy.
If a pupil is unable to attend school for long periods of time due to their health, the school will:
· Inform the LA if a pupil is likely to be away from the school for more than 15 school days.
· Provide the LA with information about the pupil’s needs, capabilities and programme of work.
· Help the pupil reintegrate at school when they return.
· Make sure the pupil is kept informed about school events and clubs.
· Encourage the pupil to stay in contact with other pupils during their absence.
The school will incorporate an action plan to help any pupils with SEND and/or health issues cope with the stress and anxiety that attending school may cause them. Such plans will be regularly monitored and reviewed until the pupil is attending school as normal and there has been signs of significant improvement.
To support the attendance of pupils with SEND and/or health issues, the school will consider:
· Holding termly meetings to evaluate any implemented reasonable adjustments.
· Incorporating a pastoral support plan.
· Carrying out strengths and difficulties questionnaire.
· Identifying pupils’ unmet needs through the Common Assessment Framework.
· Using an internal or external specialist.
· Enabling a pupil to have a reduced timetable.
· Ensuring a pupil can have somewhere quiet to spend lunch and breaktimes. 
· Implementing a system whereby pupils can request to leave a classroom if they feel they need time out.
· Temporary late starts or early finishes.
· Phased returns to school where there has been a long absence.
· Small group work or on-to-one lessons.
· Tailored support to meet their individual needs.
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Parents may be permitted to take their child away from the school premises during lunch times with permission from the headteacher – it is at the headteacher’s discretion as to whether a pupil will be allowed to leave the premises.
Parents will submit a written request, outlining the reasons for their child to leave the premises during lunch time – this request will be submitted to the headteacher. The headteacher will consider the request and will invite the parent into the school for a discussion regarding any concerns, as well as the timely return of their child at the end of lunch time and their child’s behaviour when not on the school premises. The headteacher reserves the right to grant or refuse a request and will inform the parent in writing of their decision within one week of the request.
The headteacher reserves the right to withdraw their permission at any time – this may occur, for example, where there are attendance concerns. Any decision to withdraw permission will be in writing, explaining the reasons for the headteacher’s decision. If permission is withdrawn, parents will not be entitled to appeal the decision. Parents will be able to withdraw their request at any time – the request will be submitted in writing to the headteacher.
Permission will be updated on a termly basis – letters will be sent to parents at the beginning of each term to confirm whether they would like their request to continue.
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Truancy will be considered as any absence of part, or all, of one or more days from school, during which the school has not been notified of the cause behind such absence. 
All staff will be actively engaged in supporting the regular attendance of pupils, and understand the importance of continuity in each pupil’s learning. 
Immediate action will be taken when there are any concerns that a pupil might be truanting. If truancy is suspected, the headteacher is notified, and they will contact the parent in order to assess the reasons behind the pupil not attending school. 
The DSL will be involved where an instance of truancy may be linked to a safeguarding concern. Any safeguarding concerns will be dealt with in line with the Child Protection and Safeguarding Policy.
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Pupils will not be permitted to leave the school premises during the school day unless they have permission from the school. The following procedures will be taken in the event of a pupil going missing whilst at school:
· The member of staff who has noticed the absent pupil will inform the headteacher immediately
· The office staff will also be informed as they will act as a point of contact for receiving information regarding the search
· A member of staff will stay with the rest of the class, and all other available members of staff will conduct a thorough search of the school premises as directed by the headteacher
· The following areas will be systematically searched:
· All classrooms
· All toilets
· Changing rooms
· The library
· Any outbuildings
· The school grounds
· Available staff will begin a search of the area immediately outside of the school premises, and will take a mobile phone with them so they can be contacted.
· If the pupil has not been found after 10 minutes, then the parents of the pupil will be notified
· The school will attempt to contact parents using the emergency contact numbers provided
· If the parents have had no contact from the pupil, and the emergency contacts list has been exhausted, the police will be contacted. 
· The absent pupil’s teacher will fill in an incident form, describing all circumstances leading up to the pupil going missing
· If the absent pupil has an allocated social worker, is a looked-after child, or has any SEND, then the appropriate personnel will be informed
· When the pupil has been located, members of staff will care for and talk to the pupil to ensure they are safe and well
· Parents and any other agencies will be informed immediately when the pupil has been located
The headteacher will take the appropriate action to ensure that pupils understand they must not leave the premises, and sanctions will be issued if deemed necessary. Appropriate disciplinary procedures will be followed in accordance with the Behaviour Policy. 
The headteacher will carry out a full investigation and will draw a conclusion as to how the incident occurred. A written report will be produced, and policies and procedures will be reviewed in accordance with the outcome where necessary.
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In order to ensure the school has effective procedures for managing absence, the attendance officer, supported by the SLT, will:
· Establish a range of evidence-based interventions to address barriers to attendance.
· Monitor the implementation and quality of escalation procedures and seek robust evidence of the escalation procedures that work.
· Attend or lead attendance reviews in line with escalation procedures.
· Establish robust escalation procedures which will be initiated before absence becomes a problem by:
· Sending letters to parents
· Making phone calls home regular check ins 
· Face to face meetings with parent 
· Engaging with LA attendance teams.
· Using fixed penalty notices.
The school will use attendance data, in line with the ‘Monitoring and analysing absence’ section of this policy, to develop specific strategies to improve attendance where patterns of absence are emerging. These strategies will be developed on a case-by-case basis, and will consider the particular needs of the pupils whom the intervention is designed to target.
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The school will work to cultivate strong, respectful relationships with parents and families to ensure their trust and engagement. Open and honest communication will be maintained with pupils and their families about the expectations of school life, attendance and performance so that they understand what to expect and what is expected of them. The school will liaise with other agencies working with pupils and their families to support attendance, e.g. social services.
The school will ensure that there are two sets of emergency contact details for each pupil wherever possible to ensure the school has additional options for getting in touch with adults responsible for a pupil where the pupil is absent without notification or authorisation.
The school will ensure that parents are aware of their legal duty to ensure that their child attends school regularly and to facilitate their child’s legal right to a full-time education – parents will be made aware that this means their child must attend school every day that it is open, save for in certain circumstances, e.g. sickness or absences that have been authorised by the headteacher in advance. The school will regularly inform parents about their child’s levels of attendance, absence and punctuality, and will ensure that parents are aware of the benefits that regular attendance at school can have for their child educationally, socially and developmentally.
If a pattern of absence becomes problematic, the attendance officer/SLT will work collaboratively with the pupil and their parents to improve attendance by addressing the specific barriers that prevent the pupil from being able to attend school regularly.  The school will always take into consideration the sensitivity of some of the reasons for pupil absence and will approach families to offer support rather than immediately reach for punitive approaches.
Where these barriers are related to the pupil’s experience in school, e.g. bullying, the attendance officer will work with the headteacher and any relevant school staff, e.g. the DSL and SENCO, to address this. Where the barriers are outside of the school’s control, e.g. they are related to issues within the pupil’s family, the attendance officer will liaise with any relevant external agencies or authorities, e.g. children’s social care or the LA, and will encourage parents to access support that they may need.
[bookmark: _[Updated]__PA][bookmark: _Persistent_absence_(PA)]Persistent absence (PA)
There are various groups of pupils who may be vulnerable to high absence and PA, such as:
· Children in need
· LAC
· Young carers
· Pupils who are eligible for FSM
· Pupils with EAL
· Pupils with SEND
· Pupils who have faced bullying and/or discrimination
The school will use a number of methods to help support pupils at risk of PA to attend school. These include:
· Offering catch-up support to build confidence and bridge gaps.
· Meeting with pupils to discuss patterns of absence, barriers to attendance, and any other problems they may be having.
· Establishing plans to remove barriers and provide additional support.
· Leading regular check-ins to review progress and the impact of support.
· Making regular contact with families to discuss progress.
· Assessing whether an EHC plan may be appropriate.
· Considering what support for re-engagement might be needed, including for vulnerable groups.
The school will work with the LA and other partners to engage all relevant services needed to identify and address the wider barriers to attendance these pupils are facing.
Where a pupil at risk of PA is also at increased risk of harm, the school will work in conjunction with all relevant authorities, e.g. social services, to support the pupil in line with the school’s duty of care. The school will also bear in mind that the continuation of severe PA following intervention may, in itself, constitute neglect, and will escalate any concerns in this regard in line with the Child Protection and Safeguarding Policy.
[bookmark: _New]_Legal_intervention][bookmark: _[Updated]_Penalty_notices]Penalty notices and legal intervention
The school will allow sufficient time for attendance interventions and engagement strategies to improve pupils’ attendance; however, where engagement strategies to improve attendance have not had the desired effect after one term, the attendance officer will consider: 
· Holding a formal meeting with parents and the school’s point of contact in the School Attendance Support Team. 
· Working with the LA to put a parenting contract or an education supervision order in place.
· Engaging children’s social care where there are safeguarding concerns.
Where the above measures are not effective, the headteacher will issue a notice to improve as a final opportunity for parents to engage in support and improve attendance before a penalty notice is considered. 
Where a pupil reaches the national threshold of 10 sessions of unauthorised absence in a rolling period of 10 school weeks, the school will consider whether a penalty notice is appropriate. Each case will be considered individually to determine whether a penalty notice or another tool or legal intervention should be used to improve attendance. 
 A fixed penalty notice will be issued in line with the LA’s code of conduct and the DfE’s ‘Working together to improve school attendance’ guidance.
Penalty notices for unauthorised absences will be charged at £160, reduced to £80 if paid within 21 days. 
A penalty notice of £120 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 five days of a fixed period or permanent exclusion. This will be reduced to £60 if paid within 21 days.
Parents will only get up to two fines for the same child in a three-year period. Once this limit has been reached, other action such as a parenting order or prosecution will be considered.
Where attendance still does not improve following a fixed penalty notice, the school will work with the LA to take forward attendance prosecution as a last resort. 
 Parents who are prosecuted and attend court because their child has not been attending school may be fined up to £2,500.
[bookmark: _Absence_procedures][bookmark: _Young_carers][bookmark: _Exceptional_circumstances][bookmark: _Monitoring_and_review_1][bookmark: _[New]_Mental_health-related][bookmark: _Monitoring_and_review_2][bookmark: _[Updated]_Monitoring_and]Monitoring and analysing absence 
The attendance officer will monitor and analyse attendance data regularly to ensure that intervention is delivered quickly to address habitual absence at the first signs. 
The school will collect data regarding punctuality, truancy, and authorised and unauthorised absence, for:
· The school cohort as a whole. 
· Individual year groups.
· Individual pupils.
· Demographic groups, e.g. pupils from different ethnic groups or economic backgrounds.
· Other groups of pupils, e.g. pupils with SEND, LAC and pupils eligible for FSM.
· Pupils at risk of PA.
The attendance officer will conduct a thorough analysis of the above data on a half-termly, termly and full-year basis to identify patterns and trends. This will include identifying, for each group:
· Patterns in uses of certain codes.
· Particular days of poor attendance.
· Historic trends of attendance and absence.
· Barriers to attendance. 
The attendance officer will provide regular reports to staff across the school to enable them to track the attendance of pupils and to implement attendance procedures. The attendance officer will also be responsible for monitoring how attendance data changes in response to any interventions implemented to increase attendance in future.
The governing board will regularly review attendance data, including examinations of recent and historic trends, and will support the SLT in setting goals and prioritising areas of focus for attendance support based on this data.
The school will also benchmark its attendance data against local-, regional- and national-level data to identify areas of success and areas for improvement, and will share practice which has been shown to be effective with other schools.
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The school will recognise that early intervention can prevent poor attendance. As such, staff will receive training in identifying potentially at-risk pupils as part of their induction and refresher training.
The governing board will ensure that teachers and support staff receive training in line with this policy as part of their induction. Following this initial training, staff will receive regular and ongoing training as part of their development.
Training will cover at least the following: 
· The importance of good attendance
· That absence is almost invariably a result of wider circumstances
· The legal requirements on schools, e.g. the keeping of registers
· The school’s strategies and procedures for monitoring and improving attendance 
· The school’s procedures for multi-agency working to provide intensive support for pupils who need it
The governing board will provide dedicated and enhanced attendance training to the attendance officer and other staff with specific attendance functions in their role – this will include training regarding interpreting and analysing attendance data and supporting pupils to overcome barriers to attendance.
Staff will receive training to ensure they understand that increased absence from school could indicate a safeguarding concern, and know how such concerns should be managed. 
[bookmark: _Monitoring_and_review_3] Deletions of names from the admission register
The school will ensure that it only deletes names from the admission register for a reason set out in regulation 9 of the School Attendance Regulations. A pupil’s name will never be removed for any other reason and the school is aware that doing so could constitute off-rolling.
The school will make returns to the LA when pupils’ names are deleted from the admission register. This will be with the exception of pupils whose name has been deleted from the register at or after the end of the last term of the school year when they are in the most senior year group, unless the LA has requested this information.
When the school is notifying the LA that a pupil’s name is being deleted from the admission register, the following information about the pupil will be provided:
· Full name
· Address 
· The full name and address of any parent the pupil normally lives with
· At least one telephone number by which any parent the pupil normally lives with can be contacted in an emergency
· If applicable, the pupil’s future address, the full name and address of the parent who the pupil is going to live with and the date the pupil will start living there
· If applicable, the name of the pupil’s other school and when the pupil began or will begin to attend the school
· The reason under which the pupil’s name has been deleted from the admission register
Names will never be retrospectively deleted from the admission or attendance register – these registers will remain an accurate record of who is a registered pupil and their attendance at any given time. Pupils’ attendance will be recorded up until the date that their name is deleted from the admission register.
Monitoring and review 
Attendance and punctuality will be monitored throughout the year. The school’s attendance target is 95 percent. 
This policy will be reviewed annually by the headteacher. The next scheduled review date for this policy is September 2025.

Any changes made to this policy will be communicated to all relevant stakeholders.
[bookmark: monitoringappendix]Attendance Monitoring Procedures
Havannah Primary School has adopted the following attendance monitoring procedures, to ensure that pupils’ attendance meets the expected standard, and effective intervention is provided where pupils’ attendance falls below the standard:
1. A spreadsheet is sent to the SLT and attendance officer detailing half termly data. 
2. Attendance is discussed by classroom teachers and pupils record their attendance in their planners. Any attendance/punctuality trends noticed by classroom teachers are passed immediately to the SLT.
3. Contact is made with parents on the first day of absence for any pupil absence not reported. ‘N’ codes are used to indicate that the pupil is absent for a reason not yet provided; these N codes are reported to the SLT and attendance officer daily.
4. Contact is made to the parents of any pupils marked using the N code. Any N codes not established after a week are recorded as an unauthorised absence. 
5. If a pupil’s attendance falls to 90 percent, the attendance officer speaks to the pupil in school to discuss any issues or problems to ascertain how the school can help to improve their attendance. The attendance officer also makes a phone call home to discuss this with parents, if necessary.
6. If a pupil’s attendance falls below 90 percent, a letter is sent home raising concerns that their attendance has fallen below the school’s expected standard. The letter also has an attached leaflet outlining how parents can work with the school and their child to improve attendance. 
7. If a pupil’s attendance falls below 90 percent, a letter is sent home explaining that the pupil’s attendance is now being monitored, and the attendance officer contacts the parents to discuss this. 
8. The pupil’s attendance is monitored for two weeks and, if attendance does not improve after this time, parents are required to attend a meeting in school with the classroom teacher and set targets for their child. If parents are unwilling to cooperate, or are genuinely unable to attend, a referral may be required to the local education welfare officer (EWO), who will then conduct a home visit.
9. After the two-week monitoring period, and if targets are met, a letter is sent home from the SLT to congratulate the pupil and their parents on improving attendance. Monitoring and communication with the parents continues until attendance stabilises to 95 percent. 
10. Havannah Primary School uses the Cheshire East Toolkit to help to support managing attendance. See Appendix 1
[bookmark: _Improving_school_attendance][bookmark: _Toc174099121]




Appendix 1 
Cheshire East Toolkit (New September 2024)
Improving school attendance statutory guidance
Guidance for schools, academy trusts, governing bodies and local authorities on maintaining high levels of school attendance, including roles and responsibilities can be found here Working together to improve school attendance - GOV.UK (www.gov.uk)


· [bookmark: _Joint_school_/][bookmark: _Toc174099122]Joint school / local authority letter noticing absence – earliest intervention
This template is to be used following any period of authorised or unauthorised absence, this is a joint letter from the local authority and school, it precedes any local authority template warning letters.



· [bookmark: _Penalty_notice_pathway][bookmark: _Toc174099123]Penalty notice pathway for unauthorised attendance above 75%

If the child/young person (YP) does not attend school as expected and no reason to authorise the absence is established, then the child will be coded in the register with an unauthorised code.










The following letter is the template to be used at 4-6 absences as referenced in step 2




· [bookmark: _Request_for_Penalty][bookmark: _Toc174099124]Request for Penalty notice for leave in term time
Firstly, register with LiveWell portal. Use the how to complete the HPN notice instructions to submit a HPN to the Attendance and Children out of school Team via the portal. To view your submitted forms or if requests have been made by CE for further information see View submitted forms or further information requested.



 	

· [bookmark: _Letter_to_parent/carer][bookmark: _Toc174099125]Letter to parent/carer when leave in term time has not been requested



· [bookmark: _Request_for_Penalty_1][bookmark: _Toc174099126]Request for Penalty notice for Irregular attendance above 75%
This document is to be completed digitally and emailed to cepenaltynotices@cheshireeast.gov.uk 




· [bookmark: _Flowchart_to_pursue][bookmark: _Toc174099127]Flowchart to pursue prosecution under 75%
This document should be used to guide actions towards a prosecution route.



· [bookmark: _Guidance_to_pursue][bookmark: _Toc174099128]Guidance to pursue prosecution under 75%
This guidance is a supporting document to the above flowchart, it contains template letters to support this process 




· [bookmark: _Attendance_contract_template][bookmark: _Toc174099129]Attendance contract template
This template should be used to record agreed actions in attendance meetings with parents and multi-agency partners




· [bookmark: _Transition_timetable_best][bookmark: _Toc174099130]Transition timetable best practice guidance
This guidance has been produced to support children and young on transition timetables. The key principles around this are 





Visit the attendance and children out of school team page on Chess Hub www.chesshub.co.uk to find resources, webinars.

· [bookmark: _Department_for_Education][bookmark: _Toc174099131]Department for Education school attendance toolkit
Visit the DfE website for more support for school attendance.

· [bookmark: _Flowchart_for_Illness][bookmark: _Toc174099132]Flowchart for Illness
This document should be used to guide actions towards dealing with illness.


· [bookmark: _EHE][bookmark: _Toc174099133]EHE 
[bookmark: _Int_TyNYvfjP]For more information on Elective Home Education please see our webpage.





Step 1


First day of unauthorised absence.  School to make a telephone call to parents/carers, exploring barriers to attending and measures to support child back into school, if fit and well. This may highlight the need for a meeting with the family. Send initial we have noticed your absence letter.


Step 2


If absence continues for 4-6 unauthorised sessions (this could be a mix of U,O and G codes) school should write to parent/carer using the 4-6 absence warning template letter (below) and invite parent/carer in for a meeting to explore barriers and offer support to enable child to attend. You may use the attendance contract template to record agreed actions. 


Step 3


Step 4


The ACOOS team will then review the request to decide whether a 20-day notice to improve will be issued. If the team feel a notice to improve is not appropriate and more support is required to the family to support the child into school, this recommendation will be made to the school. 


Following a series of 10 unauthorised absences over 10 weeks, school may make a request for a Penalty notice for irregular attendance above 75% to the Attendance and Children Out of School Team (ACOOS). 


Penalty notices: cepenaltynotices@cheshireeast.gov.uk/. Schools must provide all evidence of contact made including telephone calls, letters, meetings and any support offered to the family to increase their child’s attendance.






If panel agree that a 20-day notice to improve is appropriate, parents/carers are issued a letter to advise them of the 20-day notice to improve, the date it commences and expectations during this period.  School will also be notified via email.


Step 5


During this time of notice to improve period, schools must continue to offer child and family support.





First time Penalty notice will be charged at £160 per parent per child.  If paid within 28-days of the issue it is reduced to £80 per parent per child. Second offence is charged at £160 per parent per child if within 3 years of first notice. If the fine is not paid a request is sent to the ACOOS Team Manager, Head of Service and Legal team for authorisation for prosecution.





At the end of the notice to improve period school send a copy of the register certificate to Penalty notices: cepenaltynotices@cheshireeast.gov.uk   If there are further unauthorised absences in the 20-day notice to improve, then the team will look at the case and agree whether a penalty notice will be issued.












Short term


Planned increase and reviewed regularly


In agreement with child, family, carers, multi-agency partners, considering vulnerability 


Should not be used to manage behaviour
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Appendix 1: Template noticed your child’s absence letter (remove)

[Add school letter header]

[Insert Date]

Dear [Parents name]                                 

We noticed that your child [Child’s name] has been off this week. They have been missed. 

Cheshire East Council are working with schools to try and improve school attendance because we know that school attendance makes such a big difference to children’s’ futures. The Department for Education tell us ‘school is important to your child's achievement, wellbeing, and wider development. Evidence shows that the students with the highest attendance throughout their time in school gain the best GCSE and A Level results.’ (DFE 2023). 

We also want to remind you that the Education Act 1996 section 444, requires you to make sure that your child attends school, on time, every time the school is open.   

If there are any issues that may be impacting on your child’s attendance, please contact [named person at school] to discuss further.  

Further Information can be found on the websites below

Attendance information

School attendance and absence: Overview - GOV.UK (www.gov.uk) 

Attendance and children out of education (cheshireeast.gov.uk)

Early help support 

Early Help Assessment (cheshireeast.gov.uk) 

Mental health support 

Emotionally Healthy Children and Young People (cheshireeast.gov.uk) 

Anna Freud on my mind

Yours sincerely

	 

					           [image: ]Insert head teacher signature



Head teacher name and title                         	Deborah Woodcock

						Executive Director of Children’s Services
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Appendix 1: Template Warning Letter



[Add school letter header]

[Insert Date]

Dear [Parents name]                                 

It has been brought to my attention that your child has not been attending regularly at school.  According to the Attendance Register, [Child’s name] attendance is currently [insert %], this is below the schools expected attendance. 

[Child’s name] currently has [insert number] unauthorised sessions, if this reaches 10 unauthorised sessions within a 10-week period then school can apply to the Local Authority to issue you with a Penalty Notice warning period, which could result in each parent receiving a £160.00 fine, reducing to £80.00 if not paid within 28 days.

I must remind you that S.444, Education Act 1996 requires you to make sure that your child attends school, on time, every time the school is open.  I am writing this letter to give you an opportunity to make sure that from now on and in future, your child attends school regularly.

If your child continues to not attend regularly, a referral will be made to the Local Authority to pursue further action.  These interventions may include, 

(A)	Issuing you with a Fixed Penalty Notice under S.444A Education Act 1996 which will make you liable to a penalty of up to £160.  (As above)

(B)	Initiating legal proceedings in the Magistrates Court under S.444(1) Education 

Act 1996.  If convicted under this section, you may be fined up to £1000.

(C)	Initiating legal proceedings in the Magistrates Court under S.444(1A) Education Act 1996. If convicted of this offence you may be fined up to £2,500 or be sent to prison for up to 3 months or both.

To avoid Local Authority intervention, please ensure your child attends school regularly and on time.

If there are any issues that may be impacting on your child’s attendance, please contact [named person at school] to discuss further.

Yours sincerely,
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Register with Live Well Portal.pdf
Go to professionals (cheshireeast.gov.uk)

The following screen will appear:

children and families portal  portal account

Forms for Professionals
N —

This section includes links to forms which
allow external professionals to complete
and submit to Cheshire East Council.

Family Help A"";;“ ui hif:;;“"‘" Early Years SEND Early Years SEND

Referral Form vk Inclusion Funding Equipment

EY SEND Health Young Carers Assessment Early Years Forum Referral
Notification and Support plan Form

Permanent Tuition Team Children Missing
Exclusion Referral Education Referral
Notification Form Form

Penalty Notice
Request FPN

CLICK on the form you need to complete.

The following screen will appear and click on Login or Register.

d families portal  portal account

Cheshire East

Portal Home / Penalty Notice Request FPN (EDU)

Penalty Notice Request FPN (EDU)

1 Holiday Penalty Notice Request

(U Details

5 Form Detals The Service User details section is to be completed with young person information,

wha the form is concerning.
4 Attachments

5 Submit The Portal User details section is the staff member completing the form, your own
information.
Please ensure that you select *S else in a professional capacity’ to ensure

that the system knows you are a professional supporting the young person.
Please ensure that you complete one form per child

In order to progress with this form you must either login or complete a simple registration for a new account.
You can then continue to complete this form. This will enable you to track the form at a later date.

Login or Register )

OFFICIAL



https://childrenandfamilieseportal.cheshireeast.gov.uk/web/portal/pages/professionals



Log in to your portal account

If you have submitted a portal referral before (e.g., CEAT/EP, Early Help, ChECS), you should be able to
log in using the same details.

Enter your email address and password and then click ‘Submit’.

Portal Home / Secure login - step 1

Secure login - step 1

New to Live Well Cheshire East? Register for an account here or use the button below.
Already using Live Well Cheshire East? Sign in below.

Existing users New users

. If you're new to Live Well Cheshire East,
Email sign up for an account here

Bethan.Griffiths@cheshireeast.gov.uk

Register for new account

Password

For additional security, we will confirm your account by sending an authentication code to

You will then receive an authentication code to your email address.

Copy the code and paste in to the ‘Code’ box, shown below. Click ‘Finish’.

Your custom code for Live Well Cheshire East login

S R %y Reply Al F
Live Well Cheshire East <livewelicec@cheshireeastgov.uk> D Reply | % Reply 7 Fomvard
To O U Tue 20/03/2022 14:41
Retention Pelicy Ernail Retention Delete (2 years) - CE Grpl (2 years Expires 28/03/2024

Dear QR
Thank you for using Live Well Cheshire East. Please enter the following code on the login verification page:
L]
Kind regards

Live Well Cheshire East

Portal Home / Secure I-;r_gin- step 2

Secure login - step 2

Please enter the verification code that we
Sent you.

We have just sent you an email to confirm your account. Please enter the code this containg
below.

If you can't find this email, it may be in your spamiunk email folder.

Code

978832
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Register for a portal account

If you do not already have a portal account, click ‘Register for new account’.

Portal Home / Secure login - step 1

Secure login - step 1

New to Live Well Cheshire East? Register for an account here or use the button below.
Already using Live Well Cheshire East? Sign in below.

Existing users New users

If you're new to Live Well Cheshire East,
sign up for an account here

Register for new account
Password

For additional security, we will confirm your account by sending an authentication code to
your email address.

Eorgotten passwc

Enter your details and choose ‘Next’.

Register a new account - step 1

Surname

Enter your email address and choose a password, then click ‘Next'.
Register a new account - step 2

Emall address Password policy

Your password must meet the following
requirements:
Password « It must be at least 10 characters long
« It must contain at least one letter
« It must contain only letters, digits, and
special characters
« It must start with a letter
* It must contain at least one upper-case letter
« It must contain at least one numerical digit
Pr— It must contain at least one special

Back ) Next ) Cancel ) character.
« It must be different 1o your current password

| S « It must be different to your previous

password

Confirm password

Ciick to see list of special characters

You will then receive an authentication code to your email address.

Your code for Live Well Cheshire East login

. . Repl % Replyall = f
livewellcec@cheshireeast.gov.uk 3 Reply  Reply
To © SER—— Fri

Dear I‘
Thank you for using Live Well Cheshire East. Please enter the following code on the login verification page:

=3

Kind regards

Live Well Cheshire East
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Enter the code and click ‘Next’ to complete the registration.

Register a new account - step 3

We have just sent you an email to confirm your email address. Please enter the code this contains below. Hit back if
you would like to change your email address and try again or Please send me a new code if you need another one.

I you can't find this email, it may be in your spamijunk email folder.
Code

Back ) Next ) | Cancel ) Please send me a new code
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How to complete the Holiday Penalty Notice Request (EDU) 2024 for Schools.pdf
Form Type: Holiday Penalty Notice Request (EDU)
Holiday Penalty Notice Request (EDU)

About the Portal

How does this Portal work?

Support and Help

Details

The Service User details section is to be completed with young person information, who the form is concerning.

The Portal User details section is the staff member completing the form, your own information.

Please ensure that you select *‘Someone else in a professional capacity’ to ensure that the system knows you are a professional
supporting the young person.

Portal User Automatically populates the users details, example below.

First Name -
L

Last Name

Role

Organisation Cheshire East

Telephone

Building Delamere House

Street No

Street Delamere Street

Locality

Town CREWE

County Cheshire

Postcode Cw1 2BJ

Service User One form per child

First Name

Last Name

Date of birth

Age

Gender

Ethnicity

NHS Number

Email

Telephone

Organisation

Secondary Name

Building

Street No

Street

Locality

Town

County

Postcode

Form Details

Additional Details - Part 2

Child also known as:

Childs UPN:

Registered pupil at:




Automatically populates the users details, example below.



One form per child





List parents that have ‘parental responsibility’ and other siblings. This section is f

Family Details - Part 3 information only. Siblings listed here will not be processed for fines

Parents / Carers / Guardian / Other Children Details

Name Relationship Address Home Phone Mobile Email Address

Dates of Absence - Part 4 This section is related to the 'Service User' only

The above named pupil was absent from school on the following dates:

Dates of Absence
Please add additional rows for each date

Have you attached a registration
certificate showing the period?
NOTE: Remove address details of
Parent/Carer

Declaration - Part 5 Administrators will complete on behalf of Senior Leadership Team members.

Did parents request authorisation prior
to leave of absence?

Did school respond in writing declining
application?

Referrer Details - Part 6 Enter the Head of School/Principal or Deputy's name and signature on their behalf.

Name

Signature

Date form completed:

Attachments
Have you attached the above You must attach all supporting documents (in PDF format only) related to
documents? the 'Service User' only, if not, the form will be rejected by the ACOOS Team

Upload Supporting Documents

Submit

Submit

You can save a copy or print this notice for your Head of School/Principal or Deputy to sign, to keep
for your records.

=



List parents that have ‘parental responsibility’ and other siblings. This section is for information only.  Siblings listed here will not be processed for fines



Administrators will complete on behalf of Senior Leadership Team members.



Enter the Head of School/Principal or Deputy's name and signature on their behalf.



You must attach all supporting documents (in PDF format only) related to the 'Service User' only, if not, the form will be rejected by the ACOOS Team



You can save a copy or print this notice for your Head of School/Principal or Deputy to sign, to keep
for your records. 



This section is related to the 'Service User' only
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View submitted forms or further info requested.pdf
The submitted form is shown in the portal for 30 days in line with standards set out by the Information
Governance Group (IGG). Once a record is matched in the system, it will remain in line with retention
criteria set out in CEC’s information asset register.

For Schools: Any forms requesting further information will have the same 30 days deadline to respond,
after which, the form will disappear.

Green highlight = name of form e.g. Penalty Notice Request FPN (EDU) for your service.
Yellow highlight = child’s name
Pink highlight = unique reference

| \/ e W e | | ¥ children and families portal & bethan griffiths (professional)

Cheshire East

Submitted Forms

Home

Forms requesting more information

Recover a Socal Care Form

[
View Submitted F . Form Name Date Detail Unique

Bethan Administrator 17 May 2024 Attach consent  LL-QQ-PIU2-SLCIUS

Recover an Early Help Form

Recently Submitted Forms (Last 30 Days)

Details Name Date Response Unique Reference Version
Cancel )
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Reason to Believe HPN.docx
Date:





Dear PARENT SALUTATION,



Re: CHILD NAME, FORM



I note from our records that Child has been absent from Dates. I understand you sent an email/ phoned school absences to advise Child had add Illness, however we have reason to believe that you were on holiday from Add Dates. This absence will be considered unauthorised, unless medical evidence can be provided (in the form of medical appointment card, medical stating child’s name, letter from GP/ Hospital) by Add Date. If this is not provided, then we will be informing the Local Authority who may issue a Penalty Notice. If a PN is issued, failure to pay the penalty fine within the required time may result in prosecution. I would like to remind you that under Section 444 of the education Act 1996 – Parents have a legal obligation to ensure their child attends school.



Please refer to chart below for details of the PN process including fines and timelines.



		Penalties for unauthorised absence



		Timeline

		One child

		Two children



		Paid within 28 days

		£80 per parent

		 £80 per child = £160 per parent



		After 28 days

		£160 per parent

		 £160 per child = £320 per parent



		After 28 days

		The parents will receive a summons to appear before the Magistrates’ Court on the grounds that they have failed to secure their child’s regular attendance

		The parents will receive a summons to appear before the Magistrates’ Court on the grounds that they have failed to secure their children’s regular attendance







Yours sincerely
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Request for PN for Irregular Attendance.docx








REQUEST FOR NOTICE TO IMPROVE (use this form for attendance above 75%)



INITIAL SCHOOL INTERVENTION CHECKLIST



Section 444, Education Act, 1996

Information contained in the form will be used to initiate legal action under the above Act relating to non-attendance at school in the event that an Education Penalty Notice is issued and remains unpaid.  Should this occur all information in this form will be presented to court and school staff may be required to attend court to give further details on the actions and events pertinent to this case.



I request that the Local Authority consider issuing a Penalty Notice to the parent(s)* of the following pupil:



Name of Pupil …………………………    ……………..    DOB ……………. Year ….



Address…………………………………………………………………………………….



………………………………………………………………………………………………



School………………………………………………………………………………………



Parent 1

Parental Responsibility 	Yes/No



Full name ………………………………………………………………	DOB………...



Address……………………………………………………………………………………..



First language ……………………………………………………………………………



Parent 2

Parental Responsibility 	Yes/No



Full name…………………....…………….….. …………………………DOB………....



Address…………………………………………………………………………………….



First language ……………………………………………………………………………



Evidence of contact with each adult is needed before a penalty notice can be issued



In making this request, I confirm that such action would not conflict with other intervention strategies already in place or other enforcement measures already being processed.  I can also confirm that the governing body of this school has reviewed its attendance policy and agreed that this school will request the Local Authority to issue Penalty Notices in appropriate cases.

I am aware that a request does not necessarily mean that a penalty notice will be issued. If information is missing or incorrect the case will not progress, the form will be returned to school that may amend and re-submit.

Relevant background information



1. Parental contact

What contact has been made with the parent in regard to unauthorised absences?



Parent 1

o Telephone Call - you have contacted the parent/carer to understand why the pupil was absent and offered your support with any issues the pupil may be having.



o Letter - you have sent an attendance letter to the parent/carer letting the parent/carer know about the pupil’s current attendance, the impact of their continued absence and inviting the parent/carer to contact school to discuss the situation further.



o Attendance Support Meeting invite - you have invited the parent/carer to meet and discuss the pupils unauthorised absences and offered support to improve attendance.



Did this parent respond/attend to the correspondence   Yes / No



2. Parental contact

What contact has been made with the parent in regard to unauthorised absences?



Parent 2

o Telephone Call - you have contacted the parent/carer to understand why the pupil was absent and offered your support with any issues the pupil may be having.



o Letter - you have sent an attendance letter to the parent/carer letting the parent/carer know about the pupil’s current attendance, the impact of their continued absence and inviting the parent/carer to contact school to discuss the situation further.



o Attendance Support Meeting invite - you have invited the parent/carer to meet and discuss the pupils unauthorised absences and offered support to improve attendance.



Did this parent respond/attend to the correspondence   Yes / No





 (
Please provide brief up to date summary of actions you have take
n and the outcomes of these and
 copies of any letters or records of meetings
)

 





















3. Other agency involvement Please indicate other services which you know the child/family are engaged with

		Agency

		Child

		Parent/siblings



		Social Care

		

		



		CAMHS

		

		



		Youth Justice Service

		

		



		Medical Needs

		

		



		SEN (has statement or EHCP)

		

		



		Others (please give details)

		

		







4. Significant circumstances

Are there other notable circumstances to consider?



mental health 		Yes/No			bereavement 	Yes/No

domestic violence 		 Yes/No 			bullying 		 Yes/No

behavioural issues		 Yes/No 			family dynamics 	 Yes/No

Child sexual exploitation  	 Yes/No			exclusions 		 Yes/No

Other				 Yes/No

 (
Please provid
e
 up to date summary of any circumstances
 where you have replied ‘Yes’
)













5. Relevant attendance certificate(s)



Have you attached the relevant up to date:



o registration certificate(s) in PDF format only (remove personal details) which cover the periods of……

o Attendance letter

o Invite letter and minutes of meeting(s)

o Evidence of communication in relation to this absence or attendance





6. Certification and signature



o I certify that all information provided is correct and I have the authority to request the local authority to progress this request.



Name (print)……………………………						



Designation …………………………………    Date …………………………………….



This is the exhibit of (person signing)  …………………………….…….                                                             



Received by (LA officer) ……………………………………………...    



Date ………………………………………………………..    
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Prosecution flowchart.pdf
PROSECUTION
PATHWAY (below 75%)

, o For further guidance and all appendices go to
Identify pupil with poor attendance . . . ..
[below 75% due to unauthorised absence - codes O,U,G] section 'Guidance to pursue prosecution’ in the
Attendance toolkit

IPN Non Attendance - Require:

witness statement and exhibits

*From School — warning letters to parents (if school send several letters, then
use the most recent letter) — exhibit LW1

*Signed Registration Certificate -LW2

*Invite Letter for Legal Assessment Meeting-LW3

*Notes from Legal Assessment Meeting -LW4

Parents DO NOT

Notify the parent of the

attend

Send letter
Appendix 1 &2
Monitor for 2 weeks

Attendance DOES
NOT improve

If prosecution is not appropriate,
school will be informed and given a School to contact LA
recommendations to consider Attach Appendix 3

Relevant documents

A

v

School to complete and email documents to
the CE Prosecutions inbox:

Section 9 statement see Appendix 4 and all
Exhibits

Registration Cert signed by Head of School
Check list see Appendix 6

VPL sends letter to parents
and school

VPL to complete Appendix 3a

Head of Service (Children & Families)
approves or declines prosecution
Head of Service (Legal) approves or declines

Improves

School continues to
monitor for 20 days

Prosecution

\/

Parents DID NOT attend

Monitor for 20 days

School email update to CE
Prosecutions inbox

Parents attend

concern in writing
[invite parents to
meeting by email/letter

Agree a plan to improve attendance with timescales
Offer Attendance Contract or Action Plan

Agree review meeting date approx 2-4 weeks, in line with plan
Send notes/minutes/Parenting Contract/Action Plan to parents

Hold a review meeting within 2-4 weeks, review
previous accions and targets

If positive progress has been made:
Continue to support
Review Attendance Action Plan 2-4 weeks

If NO positive progress:
Send letter, Appendix 1 & 2 to parents
Continue to offer support
Meet in further 2-4 weeks

é

Attendance
improves

Continue to monitor
Any concerns go back to

If the LA feel that referral is appropriate a Legal
Assessment Meeting (LAM) may be arranged by the
Vulnerable Pupils Locality Lead (VPLL)

\

Continue to monitor
Any concerns go back to

<

A

Parents attend

VPLL will agree Action Plan
Monitor for agreed period (20-days with family and school)
Copy plan at meeting

School start to prepare Appendix 4

If attendance has
NOT improved

No improvement Attendance improves
VPLL to consider

prosecution

Continue to monitor
Any concerns go back to
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Guidance for Irregular Attendance



Process for requesting the Local Authority 

to prosecute parents for their child’s 

non school attendance 

under section 444 of the Education Act 1996





1. Introduction



Parents whose children are registered pupils at a school or academy have a legal duty to ensure their regular and punctual attendance. Failure to do so is an offence and may result in prosecution. 



The Local Authority has the statutory duty for taking legal action in these circumstances for all schools including academies. Such action is not undertaken lightly, and evidence of work undertaken to resolve the attendance problems is required before any prosecution is undertaken. 



Academies are funded to undertake all work to improve their pupils’ attendance up to the point where legal action may be necessary. The Local Authority offers packages of support provided by the Attendance and Children Out of School Team which can be purchased by academies to cover all aspects of casework necessary to bring about the required improvement in a pupil’s attendance or provide sufficient evidence of work undertaken to ensure effective prosecution of parents. (Buy back currently unavailable due to restructure – available January 2020).  



If academies, choose not to purchase this support they are responsible for undertaking all the necessary casework including the provision of evidence and documentation to the Local Authority in order for legal action to be considered.



The decision whether or not to take legal action rests with the Local Authority. 



2. Legal context



Parents’ duty to ensure their child’s regular attendance at school is described in Section 444 of the Education Act 1996. Failure to do so without legitimate reason is an offence – 



     “if a child of compulsory school age who is a registered pupil at a school

     fails to attend regularly at the school his parent is guilty of an offence”



In order for prosecution to be considered the following conditions must apply:

· the child must be of compulsory school age

· the child must be a registered pupil at the school

· the absences must be recorded in the register as unauthorised



There are specific defences in respect of this offence. Unless one of the defences listed in the Education Act applies, the offence is proven and the parent found guilty. The defences are summarised as follows:



· the parent proves the child did not attend because of sickness or unavoidable cause

· the child is absent with leave (permission given by the head/principal)

· the child is absent on a day exclusively set apart for religious observance by the religious body to which his parent belongs

· the local authority has failed to make suitable travel arrangements (where it is obliged to do so) to facilitate the child’s attendance

· the child is of no fixed abode and the parent proves his trade or business requires him to travel from place to place



The Local Authority will not prosecute if it believes a legitimate defence exists.



Proceedings are taken in the local Magistrates Court and upon conviction parents may receive a fine of up to one thousand pounds per parent (for the aggravated offence the maximum penalty is two thousand five hundred pounds per parent and/or up to three months imprisonment).  The conviction also carries a criminal record.



3. The role of the school



The process outlined below is for academies that opt not to purchase the Attendance and Children Out of School Team from the Local Authority and describes the type of work – identification, intervention and follow up that needs to be undertaken before consideration of a request for legal action. 



The school will have identified that there is a concern about a pupil’s attendance. They should notify the parent of their concern, establish the reasons for the absence and remind parents of their legal responsibilities for their child’s attendance at school. If there is no legitimate reason for the absence it should be recorded as unauthorised. Parents need to be clear at the outset that continued unauthorised absence or their noncompliance may put them at risk of legal action being taken against them.  If it is not evident that parents have been made aware of this legal action may not be taken. 



It is important to note that legal action is taken only in respect of unauthorised absence. Absences which are authorised are deemed to be valid. In most cases there may be some authorised absence alongside the unauthorised absence but any decision to take legal action will be based on the amount of unauthorised absence. Part of the evidence will be a copy of the pupil’s attendance record which the head/principal must sign to certify that it is a true copy from the attendance register.  



Parents should be made aware of ongoing concerns by the school inviting the parents to a meeting to agree a plan to improve the attendance and what the school will do to support the pupil if appropriate.  Notes of meetings should be written up and copied to the parents. This information will form part of the evidence for any future legal action.  Without such evidence it is unlikely that the Local Authority would agree to take legal action. 

One or more follow up or review meetings should be offered to review the effectiveness of the plan and agree further action as necessary.



In some instances, parents may not come to meetings and ignore requests to meet.  It is important to follow up any meetings not attended in writing to confirm that the meeting was offered.  These letters will form evidence for any possible legal action.



If the school is not satisfied that the pupil’s attendance has improved sufficiently a formal written warning (Appendix 1) should be sent to the parents.  It should remind them of their legal responsibilities and explain that they are at risk of legal action being taken against them if there is no improvement in attendance.  



There are specific defences to the offence of failing to ensure a child’s regular attendance at school. If any of them apply legal action will not be appropriate. It is important that parents are aware of them, and the information sheet (Appendix 2) should be sent with the formal warning letter (Appendix 1). 



If the pupil’s attendance has not improved to the required level within 10 days of receiving the formal warning letter, the school may apply to the Local Authority for legal action to be considered.  The school should complete the attached form (Appendix 3) and enclose copies of the attendance record, meeting notes, support offered, and the letters (Appendix 1&2) sent.  (Appendix 6) may be helpful to check that sufficient casework has been carried out and relevant copies of documents are provided with the form.



Legal action is taken under section 444 of the Education Act 1996 in respect of unauthorised absence.  For legal action taken under this section evidence must be laid before the Court within 6 months. Therefore, requests for legal action need to be made no later than 4 months after the beginning of the intervention.  The school cannot use information dating back further than this. The additional time is needed for the Local Authority to hold a formal meeting with the parents, arrange the Legal Assessment Meeting (LAM), to decide whether legal action is appropriate and if it is, complete the necessary paperwork and lay the information before the Court. Example – if information is laid before the Court on 1st June, it can go back only as far as 1st January. 



Advice on Casework 



As previously stated, academies are funded to undertake all work to improve their pupils’ attendance up to the point where legal action may be necessary.  Academies may choose to use part of their funding to buy in an Attendance package which is tailored to their needs and may include an Education Welfare Officer undertaking casework on their behalf (Buy back currently unavailable due to restructure – available January 2020).  Where a school does not purchase an Attendance Package, or does not require casework as part of the provision, but requires the Local Authority to prosecute parents for their child’s non-school attendance they must demonstrate that appropriate casework has been carried out prior to the request for a Legal Assessment Meeting.  Evidence of the casework must be forwarded to the Local Authority with the request for a Legal Assessment Meeting.



At the commencement of casework the school must advise the parent(s) in writing of their legal responsibility in relation to school attendance.  See Appendix 3 Information Sheet for the relevant wording from the Education Act 1996. The school should attempt to engage both parents where possible, regardless of whether they live separately or not.  Where parents live together, all correspondence should be sent to both parents, even if only one of them attends meetings.  This is because both parents have a legal responsibility to ensure their child’s attendance at school.    If parents live separately the school may need to identify if both parents have Parental Responsibility.  Again, both should be included where possible, although separate meetings may have to be offered where the parents have a hostile relationship.  There may be occasions when meeting with both parents is not possible and the reason for this should be recorded. For example, if one parent lives apart and has no involvement at all with the child, the school will need to consider whether that parent should be included in meetings etc.



An initial meeting should be offered to the parent(s) to identify the reasons for the pupil’s poor attendance and to explore strategies to improve it.  Clear targets should be agreed and recorded.  Actions for all parties should be clearly recorded and a copy of the meeting record should be sent to parent(s) as soon as possible after the meeting.



Further review meetings should be offered.  The previously agreed actions  and targets should be reviewed and any progress noted.  New actions and targets may need to be agreed or the existing ones adjusted. If the parent(s) do not attend one or more meeting(s), a letter to this effect should be sent to them.  It is important to have written evidence not only of meetings held but also those which were offered and not taken up.  



If the pupil’s attendance shows sufficient improvement the case would not be progressed although the school might choose to hold further review meetings to ensure that the improvement is maintained.  However, if the attendance does not show sufficient improvement a request for a Court Assessment Meeting should be considered.  Prior to this it might be useful to consider the following:



· Is there a medical reason for the absence(s)?

· Have parents provided medical confirmation? (Although it remains parents’ decision whether or not to provide this)

· Could the school nurse support the pupil and/or reassure the parent(s)? 

· Has a home visit been offered? (Some parents find it difficult to come into school because of their own previous experiences)

· Are there any safeguarding concerns – if so, has advice from CHECS been received, a Child Protection referral been made?

· Does the parent have any difficulties for example learning, literacy, agoraphobia, mental health?

· Have communications with the parent(s) been in a suitable format for example letter/e-mail/text?

· What support has been offered for example EHA, CAHMS, SEN needs, referral FSW etc?

· Has the pupil been supported to catch up on missed work?

· Has the pupil’s view been sought, recorded and any issues addressed?



4. The role of the Local Authority



The school’s request for prosecution will be received and assessed by the Prosecuting Officer. If there is sufficient evidence to call a Legal Assessment Meeting the case the Vulnerable Pupils Locality Lead will contact the school to arrange the meeting.  If there is not considered to be sufficient evidence to consider legal action, the Prosecution Officer will contact the school to advise what additional actions need to be taken.



The Legal Assessment Meeting is called by the Local Authority to explore all the information related to the case and is chaired by the Vulnerable Pupils Locality Lead. The school, parents, and pupil (if appropriate) are invited along with any other relevant professionals who are involved with the family. 



The views of all present are heard and the Chair will recommend whether 

or not legal action should be taken. The decision to prosecute or not rests with the Local Authority and is delegated to the prosecuting Officer acting on behalf of the Local Authority.



Before prosecuting under the terms of the 1996 Education Act the Local Authority is required to consider whether it would be appropriate to apply to the Family Court to take out an Education Supervision Order. This order is granted under the terms of the Children Act 1989 and a supervisor is appointed by the court to “advise, assist and befriend and give direction to the child and his parents in such a way as to secure that he is properly educated”. The Chair of the Legal Assessment Meeting will advise further 

on this at the meeting.



If the decision is made to prosecute the Vulnerable Pupils Locality Lead will complete the necessary paperwork and liaise with Cheshire East Legal Team to  present the case in the local Magistrates Court.  The information will be presented to the Court in the form of Section 9 Witness Statements. Witness statements should contain information only within the direct knowledge of the person giving the statement.  The Local Authority statement will contain information from the period of their involvement, but the school will also need to complete a Witness Statement explaining the actions they have undertaken to improve the pupil’s attendance. The Vulnerable Pupils Locality Lead will advise on the correct completion of the statement. The Local Authority may also require the witness from the school who wrote the statement to attend court to give evidence in person. (Appendix 4 gives a sample School Witness Statement and Appendix 5 is a sample Local Authority Witness Statement)



The use of legal action is primarily used to bring about a change in the pupil’s attendance.  If, in the time between the Legal Assessment Meeting being held and the subsequent court case date the pupil returns to school and their attendance is sustained the Local Authority reserves the right to adjourn or withdraw any action.



Once the case has been heard the Attendance and Children Out of School Team will cease their involvement.















































		Appendix 1  

 

Formal Warning Letter to Parent  

		 

 

 

Address 

 

 

 

Tel: 

Date: 

My Ref: 



		 

Parents Address                                                           

		



		 

		



		 

		



		 

		



		 

		 

		 

 



		 

		 

		 



		 

		 

		 



		 

		 

		 



		 

		 

		 



		 

		 

		 





Dear     

 

 

Re:                                                                    DOB:  

 

A registered pupil at: 

 

I am concerned that ………….’s attendance at ……………… continues to be unsatisfactory. 

 

Since……… he/she has been absent from school on …………………. occasions out of a possible ………………… 

 

As there does not appear to be a legitimate explanation for ……………’s unsatisfactory school attendance I must remind you of your legal responsibility under the terms of Section 7 of the Education Act 1996 which states that: 

 

“The parent (see * below) of every child of compulsory school age shall cause him to receive efficient full-time education suitable - 

(a)	to his age, ability and aptitude, and 

(b)	to any special educational needs he may have either by regular attendance at school or otherwise.” 

 

Sections 444(1) and (1A) of the Education Act 1996 state that: 

 

“if a child of compulsory school age who is a registered pupil at a school fails to attend  regularly at the school, his parent is guilty of an offence, 444(1) 

If in the circumstances mentioned in subsection(1) the parent knows that his child is failing to attend regularly at the school and fails to cause him to do so, he is guilty of an offence”  444(1A)  

 

These are criminal offences which upon conviction carry a criminal record.  

 

There are specific defences to this offence which are summarised on the enclosed information sheet. 

 

I must advise you that unless …………    resumes regular school attendance or you supply a legitimate reason for the absences within the next 10 days the Local Authority will consider taking legal proceedings against you in the Magistrates Court. 

 

If you would like to discuss this matter please contact me as soon as possible to arrange a convenient appointment. 

 

Yours sincerely 

 

 

 

 

 

Enc 

  

*Definition of parent/carer 

Section 576 of the Education Act 1996 states that, in relation to a child or young person, a ‘parent’ includes any person who is not a parent (from which can be inferred ‘biological parent’) but who has parental responsibility for or care of the child. 

For the purposes of education law, the Department for Education (DfE) considers a ‘parent’ to include: 

· all biological parents, whether they are married or not 

· any person who, although not a biological parent, has parental responsibility for a child or young person – this could be an adoptive parent, a step-parent, a guardian or other relative 

· any person who, although they are not a biological parent and do not have parental responsibility, has care of a child or young person 

A person typically has care of a child or young person if the child lives with them either full or part time and they look after them, irrespective of what their biological or legal relationship is with the child. 

Appendix 2 (to be sent with Appendix 1) 

 

Information Sheet 

 

 

The law: 

 

The Education Act 1996 describes parents’ duty in relation to their child’s attendance at school. Section 444 describes the offence that is committed if they fail in that duty: 

 

    “if a child of compulsory school age who is a registered pupil at a school fails to attend regularly at the school his parent is guilty of an offence” 

 

There are specific defences in respect of this offence. Unless one of the defences listed in the Education Act 1996 applies the offence is proven and the parent found guilty. 

 

The defences are summarised below: 

 

· The parent proves the child did not attend because of sickness or unavoidable cause 

· The child is absent with leave (permission given by the school) 

· The child is absent on a day exclusively set apart for religious observance by the religious body to which his parent belongs 

· The local education authority has failed to make suitable travel arrangements (where it is obliged to do so) to facilitate the child’s attendance 

· The child is of no fixed abode and the parent proves his trade or business requires him to travel from place to place 

 

The Local Authority will not take legal proceedings if it believes a legitimate defence exists. 

 

 



























































Appendix 3 (use this form for attendance below 75%) 

 

Application to request the Local Authority to take legal action 

(Section 444 Education Act 1996) 

 

 

School name: 

 

Staff member contact:  

 

Name:   

 

Tel:  

 

e mail: 

 

UPN:  

 

1. Pupil’s name                      d.o.b             address 

 

    __________________       ____             _______________________ 

 

 

2. Parent(s) and carer 

*Definition of parent/carer 

Section 576 of the Education Act 1996 states that, in relation to a child or young person, a ‘parent’ includes any person who is not a parent (from which can be inferred ‘biological parent’) but who has parental responsibility for or care of the child. 

For the purposes of education law, the Department for Education (DfE) considers a ‘parent’ to include: 

· all biological parents, whether they are married or not 

· any person who, although not a biological parent, has parental responsibility for a child or young person – this could be an adoptive parent, a step-parent, a guardian or other relative 

· any person who, although they are not a biological parent and do not have parental responsibility, has care of a child or young person 

A person typically has care of a child or young person if the child lives with them either full or part time and they look after them, irrespective of what their biological or legal relationship is with the child. 

 

		Parent / carer name 

		Relationship to child 

		Address 



		 

		 

		 



		 

		 

		 



		 

		 

		 



		 

		 

		 



		 

		 

		 





 

  

Pupil’s attendance record (from SIMS or equivalent) attached Yes/No  

Record of work undertaken: 

 

Parent 1 

​​☐​ Telephone Call - you have contacted the parent/carer to understand why the pupil was absent and offered your support with any issues the pupil may be having. 

 

​​☐​ Letter - you have sent an attendance letter to the parent/carer letting the parent/carer know about the pupil’s current attendance, the impact of their continued absence and inviting the parent/carer to contact school to discuss the situation further. 

 

​​☐​ Attendance Support Meeting invite - you have invited the parent/carer to meet and discuss the pupils unauthorised absences and offered support to improve attendance. 

 

Did this parent respond/attend to the correspondence   Yes / No 

 

Any other contact/ work undertaken (please summarise)  _________________ 

 

Parent 2 

​​☐​ Telephone Call - you have contacted the parent/carer to understand why the pupil was absent and offered your support with any issues the pupil may be having. 

 

​​☐​ Letter - you have sent an attendance letter to the parent/carer letting the parent/carer know about the pupil’s current attendance, the impact of their continued absence and inviting the parent/carer to contact school to discuss the situation further. 

 

​​☐​ Attendance Support Meeting invite - you have invited the parent/carer to meet and discuss the pupils unauthorised absences and offered support to improve attendance. 

 

Did this parent respond/attend to the correspondence   Yes / No 

 

Any other contact/ work undertaken (please summarise)  _________________ 

 

Letter to parents to advise risk of possible legal action sent on _________ date (copy attached) 

 

If the Local Authority arrange an Attendance Legal Assessment meeting, please list names of the persons to be invited from school. The attendance champion must be listed. 

 

		Name 

		Designation 

		Email address 



		 

		Attendance Champion 

		 



		 

		 

		 



		 

		 

		 





 

Signed:                                                                      date: 

Principal 



Please return this form and accompanying evidence to Prosecution.ACOOS@cheshireeast.gov.uk 



 

 

 









































































Appendix 4 Witness Statement of the School   

 

STATEMENT OF WITNESS 

 

(Criminal Justice Act 1967, s9; Magistrates’ Court Act 1980, s 5A (3)(a) and 5B Criminal Procedures Rules 2005, r 27.1) 

 

 

STATEMENT OF                 (correct full name) 

Age of Witness:                 (if over 21 enter ‘over 21’) 

Occupation of Witness: 

 

This statement [consisting of …. pages signed by me] is true to the best of my knowledge and belief and I make it knowing that, if it is tendered in evidence, I shall be liable to prosecution if I have wilfully stated in it anything which I know to be false or do not believe to be true. 

 

I am ……………..and have held the position of ……….at ….. School for ….. years. Part of my role is to ensure the good attendance of those pupils of compulsory school age at ….. School 

 

· ……………… is … years old, his/her date of birth being ………… He/she is a registered pupil at …………… School. 

 

· Between ………… and ………… …………’s attendance was monitored.  During this period ………… School was open for … half day sessions and …… attended … sessions.  He/she was absent for … sessions, an attendance rate of … %.  … sessions were unauthorised as no legitimate explanation such as illness call or other unavoidable cause were received.   

 

· I have regard to the attendance register and have prepared a certificate of attendance. I attach as exhibit (xy1)  

 

· In order to address ------------‘s poor attendance the following actions were taken: 

 

Give details (this can be a bullet point list of support offered etc) 

 

These actions did not result in the required improvement and as there did not appear to be legitimate reasons for the absences the matter was referred to the Local Authority for further action. 

 

Signed                                                                date 

 

Witnessed by                                                      date 





Please return this form and accompanying evidence to Prosecution.ACOOS@cheshireeast.gov.uk 

Appendix 3a (LA complete) 

 

PROSECUTION/CAUTION AUTHORISATION 

 

Cheshire East BC 

		File reference 

		 





 

OFFENCE: 

1. Failure to ensure the regular attendance at School of a child of compulsory school age contrary to section 444(1) of the Education Act 1996 

 

NAME PERSON (S) AGAINST WHOM PROCEEDINGS TO BE TAKEN:  Parent name 

*Separate form for each parent and note if one parent is not involved etc 

DOB: ????? 

ADDRESS:  ????? 

DATE OF ALLEGED OFFENCE:  Dates from appendix 4 - ???? To ????? 

PLACE OF ALLEGED OFFENCE: School name 

  

DETAILS OF ALLEGED OFFENCE: See attached Case Summary and a copy of the deputy head teacher’s certificate detailing Pupil name’s absence. 

 

Public Interest Test 

See attached Case Summary 

 

Cheshire East BC 

 

 

Recommendation 

 

Prosecution 

 

In the case of prosecution, the Director of Governance and compliance must be satisfied to the final conclusion of the case as to the sufficiency of the evidence and the public interest in the prosecution. 

 

Signed …………………………………..  Name (Reviewing Officer) 

 

Position     Team Manager Attendance and Children Out of School 

 

 Date   ………?????…………………………………… 

 

Authorisation 

 

 

I agree with the recommendation of the Reviewing Officer and in accordance with the powers delegated to me in the Council’s Constitution, and with the approval of the Director of Governance and Compliance, I hereby authorise the following action in this case: 

 

 

Prosecution 

 

 

Signed ………………………………….. Name (Authorising Officer) 

 

On behalf of Claire Williamson  

Director of Education, Strong Start and Integration 

 

Date ………?????…………………………………… 

Cheshire East Council – v–   Parent name 

 

 

 

 

 

Approval of Enforcement Action and Authority to Instigate Prosecution Proceedings  

 

 

In accordance with the powers delegated to me in accordance with the Council’s Constitution I hereby approve the enforcement action authorised above and authorise prosecution proceedings to be instigated in this case. 

 

 

Signed ………………………………….. 

Janet Witkowski, Head of Legal Services 

 

On behalf of the Director of Governance and Compliance 

 

 

Date ……………………………………………  



































WITNESS STATEMENT CHECKLIST

(CRIMINAL PROCEEDINGS) 

 

A statement in criminal proceedings should follow the attached format. 

 

The statement should be in the first person singular ("I" or "Me"). 

 

The statement should only contain information which is in the knowledge of the witness. If the facts are not known personally to the witness, he should state how he came by the information, e.g.: 

 

"I make this statement from information that has been supplied to me by my work colleague, Bill Smith" 

 

OR 

 

"I make this statement from my own knowledge but also from information that I have obtained from Cheshire East Council's file of papers relating to this matter". 

 

The statement should not offer matters of opinion but confine itself to facts as perceived by the witness through his/her senses. 

 

The matters set out in the statement should be directed to establishing the components of the offence e.g. in a prosecution brought under S.444(1) or (1A) Education Act 1996: 

 

· That the child is a pupil at the relevant school. 

· That the child is of compulsory school age. 

· That the child has failed to attend school regularly without authorisation. The relevant Registration Certificates should be exhibited to the witness statement (see below). The text of the witness statement itself should contain the period of absence relied upon, the total number of sessions in that period and the number of sessions that the child has not attended expressed as a % of the total number of sessions. 

 

In addition, a witness statement in a prosecution brought under S.444(1A) Education Act 1996 should state the matters relied upon as evidence that the parent of the child was aware that the child was not attending school and yet failed to take any action to remedy this. 

 

Ancillary information in a statement would include a summary of any data or other relevant information, e.g. 

 

· Any excuses offered for unauthorised attendance 

· Any relevant information concerning personal circumstances (e.g. the mental health or other health issues) of the child or the parent. 

· Why the decision to seek a prosecution was made. 

 

Any documents that the witness refers to should be exhibited to the statement and referenced with the initials of the witness and then numbered consecutively in the text of the witness statement as follows: e.g. "I produce, as Exhibit JB1, a copy of the minutes of the meeting that I attended with the Defendant on 27.3.22". The exhibit itself should be marked as follows: "This is the Exhibit JB1 (or JB2, JB£ etc) referred to in the statement of Joe Bloggs". 

 

Rather than exhibit a whole file of papers, a chronology of events summarising the non-attendance should be exhibited to the statement. This will provide the magistrates with a factual timeline so that they do not have to wade through large volumes of paper. 

 

The statement should be signed and dated by the witness.  





		From 

STATEMENT OF WITNESS 

(Criminal Procedure Rules, r. 16.2; 

Criminal Justice Act 1967, s. 9; 

Magistrates Courts Act 1980, s. 5A & S.5B 

The Criminal Procedure Rules 2005, r. 27.1) 



		  

STATEMENT OF [INSERT FULL NAME] 

 

Age of witness (if over 18, enter “over 18”):     ………………….  

 

This statement (consisting of       pages) is true to the best of my knowledge and belief and I make it knowing that, if it is tendered in evidence, I shall be liable to prosecution if I have wilfully stated in it anything which I know to be false, or do not believe to be true.   

 

 

 

 

 

 

 

 

 

 

 

 

 

Signed: …………………………. …………….... (witness) 

 

Date: ……………………………………………. 

 

(To be completed if applicable:  ………………  ………………………………….  being unable to read the above statement I, ……………………of ……………………….., read it to before signed it. 

 

Signed: ………………………..   ……………..      Date: ……………………..   ) 

 





 Appendix 6 

School check list for casework prior to requesting legal intervention



		Action

		Date



		Attendance has been reviewed and there are ongoing unauthorised absences, despite attendance issues having been addressed

		



		Parents have been notified of concern re  poor attendance and reminded (in writing) of their legal responsibilities for their child’s attendance at school

		



		Parents have been invited to meetings to discuss/address poor attendance

		



		Notes of meeting sent to parents, or letter sent confirming parent did not attend

		



		* Review meeting held to discuss progress/set new targets etc

		



		Meeting notes sent to parents, or letter sent confirming parent did not attend

		



		Review meeting held to discuss progress/set new targets etc

		



		Meeting notes sent to parents, or letter sent confirming parent did not attend

		



		Attendance does not show sufficient improvement and a formal written warning has been sent to parents explaining that they are at risk of legal action being taken against them (Appendix 1 for suggested wording) 

		



		Appendix 2 has been sent to parents as an enclosure to the Formal Warning Letter

		



		Appendix 3 (Application to request the Local Authority to take legal action) has been completed and sent to the Prosecuting Officer if attendance has not improved or satisfactory reasons have not been provided within 10 days

		



		Attendance printout, copies of all letters and meeting notes have been sent with the above application.  

NB: Failure to enclose this documentation** will result in the application not being processed, and returned to the School.

		





* a minimum of 1 review meeting should be offered, but more may be appropriate for example where there is some improvement, but a satisfactory level has not been reached, or where new issues arise



** Courts may only consider evidence laid before them in the previous 6 months, therefore all documentation must be within the previous 4 months to allow sufficient time for a Court Assessment Meeting to be held and to arrange a Court hearing.
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Attendance Contract 



		Child’s name:



		Current attendance:



		School/NCY:



		Parent’s name:







		Senior staff member with overall responsibility:





		Member of staff responsible day-to-day:





		Local Authority Representative (If Applicable )











		The specific targets of our plan. What we aim to do:













		Achieving these targets



































































Comments by the child/young person: 



Agreeing to the contract:



We have agreed to this Attendance Contract and will 



(a) work with the school (and council) as detailed above, to improve my/our child’s school attendance, and



(b) carry out what we have promised to do.



We also agree to information being shared with other professionals and agencies as required to help us.



We understand that if my child has any unauthorised absences from school, a Penalty Notice or prosecution may follow without further warning. This agreement may be given as part of the evidence.



		Signed (Parent):







Date:







Signed (Parent):





Date:









		Signed (School):





Date:







		Signed (local authority): 






Date:	







 

		Role

		Name

		Signature

		Dated



		Parent





		

		

		



		Parent







		

		

		



		School representative





		

		

		



		LA representative





		

		

		









Agreed Review Date:
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Policy Information Sheet

Service Area

Education

Date effective from

01 September 2022

Responsible Officer

Head of Service: Education Participation
and Pupil Support

Date for Review 01 September 2025
Status
° Manc.latory (all staff name must adhere Mandatory
to guidance)
e Optional (Procedures and practice can
vary between teams)
Target Audience All schools
Date of Management Meeting Approval September 2022
Approved by DMT
Type of Policy Standard Operating Guideline X
Document Procedure
Document control
Version no Type of change Date Description of change
1 July 2019
2 Amendment September 2022 Change use of wording

from Part time time-
table to Transition
Time table

If you have any comments or views on this document, please contact us at
childrensdevelopmentandpartnerships@cheshireeast.gov.uk

Equality Impact Assessment

Equality Impact Assessment

1 | Does the policy/guidance affect one group less or more | Yes/ | Comments
favourably than another on the basis of: No
Race No
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Ethnic origins (including gypsies and travellers) No

Nationality No
Gender No
Culture No
Religion or belief No
Sexual orientation including lesbian, No
gay and bisexual people

Age No

Disability-learning disabilities, physical disability, sensory | No
impairment and mental health problems

2 | Is there any evidence that some groups are affected No
differently?

If you have identified potential discrimination, are any
exceptions valid, legal and/or justifiable?

3 | Is the impact of the policy/guidance likely to be No
negative?

a | If yes can the impact be avoided?

b | What alternatives are there to achieving the policy /
guidance without the impact?

¢ | Can we reduce the impact by taking different action

4 | Evidence considered — What data or other Yes
information have you used to evaluate if
this policy is likely to have a positive or
an adverse impact upon protected groups
when implemented?

5 | Initial consultation — Have you consulted Yes
staff representatives and/or external
representatives including those from
protected groups? What were their views?

6 | Promoting equality - Does this policy have Yes
a positive impact on equality? What
evidence is there to support this? Could it
do more?
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Cheshire East Schools are known for the high standards of education outcomes that our
children achieve. | believe we have some of the best leaders, teachers and other school staff
who are committed to delivering the best outcomes for our children. We therefore need to
ensure that all our children can access the excellent opportunities provided by a full time
education. This is really important as we know that if children are not attending full time, they
are likely to achieve lower education outcomes which will have an impact on their live chances.
| therefore advocate that schools, Local Authority services and Partners should welcome this
guidance as it provides a framework that ensures all services work together to ensure
transition timetables are only used in exceptional cases and parents and children in these
circumstances are fully supported to return them to full time education.

The local authority is responsible for ensuring that every child has a school place and ensuring
the needs of vulnerable pupils are met: this includes promoting school attendance and tackling
persistent absence, ensuring that alternative provision is available for those pupils excluded
from school or otherwise unable to attend a mainstream school, leading on safeguarding and
supporting vulnerable children. The Local authority also has a role to champion high standards
for pupils locally, and in doing so ensure that children and young people can access the fulltime
education they are entitled to. | therefore advocate this guidance as it ensure that schools,
Local authority services, and most importantly children and young people and their parents,
are fully engaged in agreeing to any transition timetable and the planned re-integration back
into full time education.

, Director of Education and 14-19 Skills

1. Vision and Purpose

1.1 The vision for Education in Cheshire East is ‘For every child, irrespective of
background, to fulfil their potential education possible’.
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1.2 The purpose of this guidance is to assist schools in ensuring they comply with
statutory obligations and that they do not inadvertently exclude a pupil illegally.

2. Policy Context

2.1 DfE statutory guidance on the use of part-time timetable and exclusions is very
clear:

In very exceptional circumstances there may be a need for a temporary part-
time timetable to meet a pupil's individual need. For example where a medical
condition prevents a pupil from attending full-time education and a part time
package is considered as part of a reintegration package. A part-time timetable
must not be treated as a long-ferm solution. Any pastoral support programme
or other agreement must have a time-limit by which point the pupil is expected
to aftend full-time or be provided with afternative provision. (p14, School
Aftendance, DfE)

3. Informal Exclusions

3.1 ‘Informal’ or ‘unofficial’ exclusions, such as sending pupils home ‘to cool off’, are
unlawful, regardless of whether they occur with the agreement of parents or
carers. Any exclusion of a pupil, even for short periods of time, must be formally
recorded.

3.2 The Office of the Children’s Commissioner’s has investigated illegal exclusions
and their report, “Always Someone Else’s Problem” found that:

There is a profound and troubling lack of awareness of the law on these
matters, among school leaders including governors, and a school’s parents
and children alike. This can lead to illegal exclusions taking place by accident.
Although this illegal activity may be inadvertent, it is nonetheless unacceptable.
Head teachers and governing bodies have a shared statufory duty to ensure
their schools act within the law at all times.

(Para 13, Exclusion from maintained school, Academies and pupil referral units
in England. DfE)

4. Transition Timetables

4.1 Key points:
a) A transition timetable should be a response to a professionals meeting
(or similar).
b) A parent/carer must consent to transition timetable by signing PT1
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4.2

4.3

4.4

4.5

4.6

4.7

(Appendix 1/2).

c) The timetable should be for a limited period. The suggested maximum
length of a transition timetable is a term (3 term year)

d) Any transition timetable arrangements should be reviewed every half
term.

e) The objectives of any transition timetable should be clearly understood

f) A parent/carer must sign PT1 (Appendix 1/2) to be clear they are taking
responsibility for the pupil when he/she is not in school and guarantee
that the pupil will be supervised off site

For this purpose a transition timetable refers to those pupils who are not allowed
or not able to attend either mainstream or special schools on a full-time basis for
medical, behavioural or other reasons (this definition includes all pupils).

It does not refer to pupils whose curriculum has been modified but are still
attending school, training, college, an alternative education provider, etc., full
time.

For children of compulsory school age, parents are required under Section 7 of
the Education Act 1996 to ensure that, either by regular attendance at school or
otherwise, their children receive full- time education appropriate to their age,
aptitude, and ability.

The minimum number of hours that constitutes full-time education is not defined
in law. Instead, the accepted guidelines are defined as follows: (Hansard 2002 —
Mr Milliband)

There is no legal definition of full-time education for state maintained schools. In
providing full-time education fo pupils, LEAs should look to DfES Circulars 7/90
and 11/99 as to the number of hours recommended for pupils at each key stage.
Neither circular imposes a statutory requirement on LEAs, buf provides
guidance only. Circular 7/90 establishes a general guide fo good practice on
lesson time, which OFSTED echa in their guidance.

The suggested weekly lesson times are as follows:

Age Hours
o7 21
8-11 235
12—14 24
14-16 25

The transition timetable must be discussed with the parent/carer before the
arrangements start.

Model paperwork is enclosed to assist schools in using modified timetables.
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4.8

Parents/Carers should sign form PT1 (Appendix 1/2) to confirm they are
consenting to a transition timetable. This should be kept in pupils school file.

Transition Timetables should only be used in very limited circumstances, for
example:

a) Where there are behavioural difficulties and the school is trying a
transition timetable as an intervention to try and avoid exclusion as part
of a pastoral support plan (PSP) or a planned reintegration package.

b) Where a pupil has a short-term medical condition that prevents full time
attendance for a time limited period.

5. Medical Needs

5.1

5.2

53

Where a pupil has an on-going diagnosed medical condition, which necessitates
them missing more than 15 school days (or more than 30 am/pm attendance
sessions) as a result of the condition, consideration should be given to referring
them to the medical Needs Team. Any application to the Tuition Team: Medical
Needs will need to be supported by a medical practitioner. Further information
and details of the policy relating to pupils requiring tuition as a result of a medical
condition can be obtained from the Tuition Team Manager: Medical Needs Team
- contact Admin.MNS@cheshireeast.gov.uk

Schools should take care to ensure that a transition timetable is not deemed to
be an illegal exclusion. To that end all modified timetables should:

a)  Have clear defined objectives;

b)  Be for a specified and limited period of time;

c) Be kept under regular review;

d)  Not be implemented without written parental agreement.

Where possible and appropriate Pupils should be provide with sufficient and
appropriately differentiated work to do for those hours they are not in school.
Arrangements should be made to ensure that the work is marked; assessed and
constructive feedback is given to the pupil. If the school has any concerns about
the safety of a child on a transition table they must follow their safeguarding
policy and procedures.

Once tried as an intervention it will only be appropriate on rare occasions to have
a further period with a transition timetable since it shows that the strategy was
not working and a different intervention should be considered.

6. Pupils with a statement of Special Educational Needs or an
Education, Health and Care Plan
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6.1

6.2

6.3

6.4

6.5

6.6

6.7

6.8

A transition timetable should only be used for a pupil with a Statement of Special
Educational Needs or an Education, Health & Care Plan (EHCP) in very limited
circumstances. A pupil should not be put on a transition timetable because of
their special educational need as this may constitute discrimination. In some
cases a special educational need may also be a disability and therefore constitute
a protected characteristic under the Equality Act 2010.

A transition timetable should only be implemented following either an interim,
or annual, review of that statement.

A transition timetable should:

a) Have clearly defined objectives.

b) Be for a specified and limited period of time;

c) Be kept under regular review;

d) Notbeimplemented without written parental agreement and the consent
of the SEN Case Officer.

An Individual Education Plan (IEP) should be agreed that clearly lays out the use
of any extra provision in the statement or EHCP.

Where possible and appropriate pupils should be provided with sufficient and
appropriately differentiated work to do for those hours they are not in school.
Arrangements should be made to ensure that the work is regularly marked;
assessed and constructive feedback is given to the pupil.

Schools should ensure that the provision made in the statement or EHCP is used
to meet the child’s needs.

Once tried as an alternative measure, it will only rarely be appropriate to have a
further period with a transition timetable since it shows that the strategy should
was not working and a different intervention needs to be considered.

If the school has any concerns about the safety of a child on a transition table
they must follow their safeguarding policy and procedures.

7. Cared For Children

7.1

7.2

Cared for children are amongst some of our most vulnerable pupils and therefore
a transition timetable should only be implemented in very limited circumstances
when all other interventions have been tried. It is critical that the Head of Virtual
School is consulted and their permission obtained - contact details can be found
by telephoning 01625 374974.

Please see the guidance produced by the Cheshire East Virtual School re
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7.3

7.4

7.5

7.6

Guidance for schools on reduced timetables
https://www.cheshireeast.gov.uk/livewell/care-and-support-for-
children/services-from-childrens-social-care/cared-for-children/cheshire-east-
virtual-school.aspx

A transition timetable should only be implemented after a review of the child’s
Personal Education Plan (PEP). Transition timetable should:

a) Have clearly defined objectives;

b)  Be for a specified and limited period of time;

c)Be kept under regular review;

d) Not be implemented without written parent/carer agreement and the
consent of both the child’s Social Worker and the Virtual School (or their
representative) at the Local Authority responsible for the child.

Where possible and appropriate pupils should be provided with sufficient and
appropriately differentiated work to do for those hours they are not in school.
Arrangements should be made to ensure that the work is regularly marked;
assessed and constructive feedback is given to the pupil.

It is critical that a child on a transition table is contacted daily by the school to
ensure the child is safe. This evidence must be recorded. If the school has any
concerns about the safety of a child on a transition table they must follow their
safeguarding policy and procedures.

Once tried as an alternative measure it will only rarely be appropriate to have a
further period with a transition timetable since it shows that the strategy should
was not working and a different intervention needs to be tried.

8. Pupils subject to a Child Protection Plan or who are a Child in
Need (CiN)

8.1

8.2

8.3

If a school is considering using a transition timetable they should first consult with
the child’s Social Worker. Any transition timetable should only be implemented
following a Core Group Meeting.

A transition timetable should:
a) Have clear defined objectives;
b) Be for a specified and limited period of time;
c) Be kept under regular review;
d) Not be implemented without written parental agreement and the consent

of the Social Worker responsible for the Child Protection Plan.

Where possible and appropriate pupils should be provided with sufficient and
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8.4

appropriately differentiated work to do for those hours they are not in school.
Arrangements should be made to ensure that the work is regularly marked;
assessed and constructive feedback is given to the pupil. If the school has any
concerns about the safety of a child on a transition table they must follow their
safeguarding policy and procedures.

Once tried as an alternative measure it will only rarely be appropriate to have a
further period with a modified timetable since it shows that the strategy should
was not working and a different intervention needs to be considered.

9. lllegal Exclusions

9.1

9.2

9.3

Transition Timetables that DO NOT have clearly defined objectives, a specified
end date, a review process, and/or the consent of parents/carers may constitute
an illegal exclusion.

The Ofsted School Inspection Framework states:

Should inspectors find that the school has used exclusion illegally; this should be taken
very seriously and taken into account when judging leadership and management.
(Para 99, subsidiary guidance, Ofsted, January 2014)

Professionals who become aware of an illegal exclusion or a pupil on a transition
timetable and have concerns around the reasons for its use, the length the
timetable is in place for and/or whether it has the consent of the child’s
parents/carers should notify please contact the Attendance and Children Missing
Education Team at Cheshire East Council

10. Marking the attendance register

10.1

10.2

Schools can approve educational activities that take place away from the school
providing they meet the requirements set out in regulations and guidance.
According to: Working together to improve school attendance Guidance for
maintained schools, academies, independent schools, and local authorities May
2022:

The DfE guidance also provides specific guidance about the use of Code B: Off-
site educational Activity

This code should be used when pupils are present at an off-site educational activity that
has been approved by the school. Ultimately schools are responsible for the safeguarding
and welfare of pupils educated off-site. Therefore by using code B, schools are certifying
that the education supervised and measures have been taken to safequard pupils. This
code should not be used for any unsupervised educational activity or where a pupil is at
home doing school work. Schools should ensure that they have in place arrangements
whereby the provider of the alternative activity notifies the school of any absences by





10.3 Inrespect of Transition Timetables the DfE guidance states:

All pupils of compulsory school age are entitled to a full-time education. In very
exceptional circumstances, where it is in a pupil’s best interests, there may be a need
for a temporary part-time timetable to meet their individual needs. For example, where
a medical condition prevents a pupil from attending full-time education and a part-time
timetable is considered as part of a re-integration package. A part-time timetable
should not be used to manage a pupil’s behaviour.

10.4 A part-time timetable must only be in place for the shortest time necessary and not be
treated as a long-term solution. Any pastoral support programme or other agreement
should have a time limit by which point the pupil is expected to attend full time, either
at school or alternative provision. There should also be formal arrangements in place

10.6 for regularly reviewing it with the pupil and their parents. In agreeing to a part-time
timetable, a school has agreed to a pupil being absent from school for part of the week
or day and therefore must treat absence as authorised.

a student in for am/pm sessions if the pupil has attended over both sessions for
a limited amount of time e.g. 11am — 1pm. A decision will need to be made to
mark the pupil in attendance at either a morning session or afternoon session. It
remains the schools responsibility to monitor attendance and the safeguarding
of the child whilst they attend alternative provision.

11. How to register a Transition Timetable

111 Once agreed and put into place, we ask schools to complete the online form
accessible through Part-time timetables (cheshireeast.gov.uk)

11.2 We also ask that 6weekly reviews take place and the reviewed timetables are
also sent to the team via the link above.

11.3 If a Transition timetable ends please can you let the team know by
completing the online form accessible through Part-time timetables
(cheshireeast.gov.uk)
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If you require further advice on the use of transition timetables please contact the
Attendance and Children out of school service at
SchoolPartTimeTables@cheshireeast.gov.uk
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Illness.pdf
FIRST DAY of iliness

School to make a telephone call to parents/carers exploring barriers to attending and measures to support child back into school, if fitand well.

This may highlight the need for a meeting with the family.
Send initial 'We've noticed your absence' letter from the toolkit

Taken from 'Working Together to Improve School Attendance'29 Feb 2024

Code I: lliness (not medical or dental appointment)

* The pupil is unable to attend due to illness (both physical and mental health related). Schools should advise parents to notify them on the first day the child is unable to attend due to
illness.

* Schools are not expected to routinely request that parents provide medical evidence to support illness absences. Schools should only request reasonable medical evidence in cases where
they need clarification to accurately record absence in the attendance register—i.e. making a decision that code | is the absence code that accurately describes the reason the pupil is notin
school for the session in question. In the majority of cases a parent’s notification that their child is too ill to attend school will be that evidence and can be accepted without question or
concern. Only where the school has genuine and reasonable doubt about the authenticity of the illness should medical evidence be requested to support the absence.

* Where medical evidence is deemed necessary, school should not be rigid about the form of evidence requested and should speak to the family about what evidence is available. Schools
should be mindful that requesting additional medical evidence unnecessarily places pressure on health professionals, their staff and their appointment system, particularly if theillness is one
that does not require treatment by a health professional. Where a parent cannot provide evidence in the form requested but can provide other evidence, schools should take this into
account. Where a parent cannot provide any written evidence the school should have a conversation with the parentand pupil,if appropriate, which may in itself serve as the necessary
evidence to record the absence.

* This code is classified for statistical purposes as authorised absence.

Things to consider when absences are due to illness

NHS Guidance (insert link) Impact of absence on education

School policy on medication administration
in school

Meaningful discussion or meeting with
parent/carer

Refer to school health professional Medical needs team referral if appropriate

Agree plan of support to minimise absence

Young carers support .
duetoillness

Encourage attendance through newsletters Offer extra help or targetted help

VVVVV

Wellbeing in education page on ChesHub

Remote learning

Alternative provision

Dynamic support team

EHCP review

Parental responsibility measures toolkit

EBSA toolkit to explore push & pull factors
to feed into plan

Writing a reintegration of support

CEAT consultation

EP consultation

RAG rating lessons

Transition timetable
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ELECTIVE HOME EDUCATION                                        

 EHE1- SCHOOL EXIT TO EHE

This form is to be used for any child where the parent has withdrawn the child to home educate. Parents should not educate their child at home as a way of solving a perceived or ongoing problem at school or to avoid prosecution over attendance; resolution should always be sought in these situations. CEC will offer an early opportunity for parents to inform them if they believe they have been pressured by the school into EHE. In such situations, officers will advise parents on using the school’s complaints procedures. Following this, where a parent feels that the procedure has not been adhered to, the EHE team will direct their complaint to CEC strategic officers.


 This form should be completed as fully as possible and sent to EHE@cheshireeast.gov.uk

The Local Authority must be informed of any deletions from the school’s admissions register  


		Name of School






		Full name of Pupil




		Date of Birth

		Year Group

		Age

		Date joined school






		Name(s) of Parent/s / Carer/s

1.

2. 

		Parental Responsibility


YES ☐  NO ☐           


YES ☐  NO ☐           






		Address of Pupil 




		Address of Parent/Carer 

(if different)



		Contact details:

Home telephone:                     Mobile number/s: 1.                                    2. 

Email/s:





		Gender                Ethnicity                     Home Language                         Religion



		Safeguarding






		Does the school have any welfare or safeguarding concerns regarding the child?


YES ☐  NO ☐           


If yes, have these concerns been referred to Social Care? YES ☐  NO ☐         

 Are parents aware of your concerns?   YES ☐ NO ☐ N/A ☐                            


If any such concerns exist, please give details below, together with dates of any referrals made and advice given.


DSL: 


Date:               

Please note that if there is a Child Protection/Safeguarding file for this child it should be retained by the school in line with Cheshire East guidance






		Is there an open Early Help Plan?                     If so, who is the lead?


If you are the lead professional, who will assume this role when the child starts EHE?

Name and contact details of the new lead professional:



		Special Educational Needs



		Does the pupil have any special educational needs or a known disability? YES ☐  NO ☐           


If yes please give relevant details:


 Does the child have EHCP or are they undergoing a needs assessment? YES ☐  NO ☐           


If yes please give details and current status






		Other Agencies involved



		Are any other agencies currently involved with the pupil?   


Service


Name of Contact


Contact details

Youth Support Service

EWO


Youth Justice Team

Educational Psychologist


Social Care


Medical/ Health/ SALT

CAMHS

Other (please state)

Please give details of the involvement






		Attainment and attendance



		Current levels of attainment.           (Include predicted exam/SATs grades if applicable)

		English




		Mathematics

		Science



		Attendance for the current academic year:      %





		Information relating to the decision to de-register






		Reason given for de-registration






		What are we worried about

		What is working well

		What needs to happen






		Information given by: 

Designation:




		Contact Number:

Date:



		Date de-registration letter received at school.



		Date pupil removed from school roll.
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