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Working Together to Improve Attendance
Expectations of Schools

Schools have a statutory duty under Section 175 of the Education Act 2002 to safeguard and promote the welfare of children. While regular school attendance is predominantly the responsibility of parents and carers, schools play a central role in ensuring that children and young people attend school regularly. This includes taking a positive and proactive role in the promotion of regular school attendance through strategies identified within the school attendance policy that will engage families. It is important that Governors take a key role in promoting good attendance when approving this policy.
Good school attendance should be the norm within your school. Parents should be expected to bring their child to school, on time for every session they are well enough to attend and should notify you in advance of any planned term time absence, requesting permission for the absence to be authorised. Where the absence is due to an emergency, contact should be expected on the first day of absence, with regular contact until the child is well enough to return. 
This document provided by the NHS is a useful guide to establish whether a child can attend with the presenting illness, and if not, the length of time they should be absent for. This can be referred to by staff within school and shared with parents/carers in person, via your school website and/or via other communication channels. sybhealthiertogether.nhs.uk 

Expectations for Schools 
In line with the DfE Working Together to Improve School Attendance Guidance that became statutory 19th August 2024 schools are expected to:
• Build strong relationships and work jointly with families, listening to and understanding barriers to attendance and working in partnership with families to remove them. 
• Develop and maintain a whole school culture that promotes the benefits of high attendance. 
• Have a clear school attendance policy which all staff, pupils and parents understand. 
• Accurately complete admission and, with the exception of schools where all pupils are boarders, attendance registers and have effective day to day processes in place to follow-up absence. 
• Regularly monitor and analyse attendance and absence data to identify pupils or cohorts that require support with their attendance and put effective strategies in place. 
• Share information and work collaboratively with other schools in the area, local authorities, and other partners where a pupil’s absence is at risk of becoming persistent or severe. 
• Be particularly mindful of pupils absent from school due to mental or physical ill health or their special educational needs and/or disabilities and provide them with additional support. and other partners where a pupil’s absence is at risk of becoming persistent or severe. 
• Facilitate effective working across the local authority area, schools are expected to inform a pupil’s social worker and/or youth offending team worker if there are unexplained absences from school.



Top Tips

To improve persistent and severe absentees requires persistent work!

Support, support, support. Ensure your first letters or contacts with a family are supportive and encourage working together. Capture their reasons, and the barriers and work together with the parent/carer and child to create reasonable adjustments and provide support. 

Routinely apply a robust system that includes incentives, rewards, and consequences (ensure that these systems are inclusive and appropriate for all pupils). The key here is to be consistent with your approach.

Ensure attendance is discussed at parents’ evenings, provide, and use an attendance certificate to highlight good/poor attendance. Consider using missed days/sessions/lessons rather than percentages to reiterate the amount of lost learning.
Ensure good internal communication/meetings encompassing safeguarding, SEN, behaviour, attendance to facilitate robust APDR
Follow local authority codes of conduct, policies, and procedures such as the Attendance Response (contained within this document) 

All Schools should have:
· An Attendance Champion (who is a member of SLT)
· A designated linked Attendance Governor
· A member of staff responsible for first day calling

Some schools will also have:
· A school-based attendance officer / Education Welfare Officer

For the purpose of this document, we will refer to all staff members with responsibility for the first day calling, whole school attendance and Education Welfare as ‘School Based Attendance Officers’.

The Role of the Attendance Champion
Every school, including maintained, academies, free schools, faith schools and private schools must have a designated Attendance Champion. The attendance champion must be a member of the Senior Leadership Team. The attendance champion is responsible for ensuring everyone works together to improve attendance and creates a whole school ethos of ‘Every School Day Matters’. 
The attendance champion will meet termly with their linked Inclusion and Attendance Specialist. The purpose of this Targeted Attendance Support Meeting will be to discuss:
· The school improvement plan objectives linked to attendance
· The targets and outcomes identified in the school attendance action plan
· The whole school and cohort level attendance data
· Pupils who have not attended in the last 3 weeks or more with no genuine reason for absence
· Pupils considered to be severely absent (less than 50%)
· Pupils with an EHCP plan and more than 10% unauthorised absence
· Where time allows, pupils considered to the persistent absentees (90% or less)
· Next steps for the school to progress towards excellence in attendance

It is mutually beneficial for schools to work together to ensure consistent approaches, share information, and work collaboratively. The Local Authority will provide regular opportunities for schools to come together to communicate messages, provide advice and share best practice. These will be held citywide and by locality. 

Local Authority offers to Schools
Once schools have exhausted all voluntary support and have considered formalising the support through an attendance contract, they should work with the Local Authority to consider next steps to improving whole school, cohort and individual pupils’ attendance. The school can expect the Local Authority to:
· Rigorously track local attendance data
Attendance data packs for schools are provided to all school’s half termly through the Sheffield Data Hub. The data is broken down into whole school and cohort with comparisons to locality, and national attendance figures. This data will be discussed with all schools during their termly targeted support meetings. 

· School Attendance Support Team (in Sheffield this team are known as  the Inclusion and Attendance Team)

· Communication and Advice
Networking sessions will be held termly, training will be offered, guidance updates and sharing of good practice will be shared with all schools through the Education and Skills newsletters.

· Targeted Support Meetings
These will be held termly with the attendance champion, with other school staff members welcome to join. Whole school, cohort and pupil level discussions will take place for those who are severely or persistently absent.

· Multi-Disciplinary Support for families
Using the mapping over education, health and care schools will identify the barriers to attendance and intervene early to ensure appropriate support/referrals are provided. 

· Legal Intervention
Prosecution is used as a last resort where all other routes have been exhausted or deemed inappropriate. Where unauthorised absence continues to be a concern after schools have followed the expectations places upon them, they should liaise with their linked Attendance and Inclusion Social Worker to consider next steps. 

· Monitor and improve the attendance of children with a social worker
Good school attendance provides an additional safeguard for vulnerable pupils. It is therefore important that pupils with a social worker are identified, supported, and have their attendance considered at every opportunity. Schools are expected to notify the child’s social worker of any unexplained absence, as part of the first day call. Attendance is expected to be on every child’s plan, and where attendance of a child with a social worker remains a concern consultation will take place to ensure next steps are considered and adhered to. 

The team can be contacted at: SheffieldInclusion&attendance@sheffield.gov.uk

Further information: Working together to improve school attendance - GOV.UK (www.gov.uk)
The Attendance Response
Desired Outcome
For every child to be in school every day, and on time.
To reach this outcome, we must support all children. 
We need to support our 100% attenders to remain 100% attenders. 
We need to support our 96%-99% attenders to raise their attendance and get as close to 100% as possible.  
We need to challenge our 92%-96% attenders, to remind parents of their duty to ensure their child is in full time education and offer support to prevent further absences in the future. 

And we need to follow a graduated approach for our irregular attenders to ensure we assess why they are not attending regularly, create a plan to support improvement in attendance, implement the plan and review to see if improvements have been made.
[image: SEND - Support for schools]
Assess
The reason preventing the child attending regularly
The needs across Education, Health and Care
Has the child’s voice been captured, what do they need to happen so they can attend?
What has already been implemented to improve the child’s attendance?
What support is required to improve the attendance?
What interventions may be required to improve the child’s attendance?
What further assessments may be required?
Set time scales for assessments to be carried out

Plan (Voluntary Support)
What next steps need to take place to help the young person attend every day, on time?
Who will support and what their actions are?
Set time scales for the plan to be implemented 
What outcomes do we expect to see?
Ensure the plan is shared with all parties including the child

Do
The plan is carried out by all professionals, the family, and the young person

Review
Has the support worked, does the child and family feel they have been supported?
Are we seeing movement towards the desired outcomes, even small improvements can be big steps?
Has there been any party who hasn’t carried out their actions?
Has the child’s voice been captured, how do they feel the last few weeks have gone, what difference has been made, what are they proud of, what could have been better?

Consider Formalising Support
Where absence persists and voluntary support is not working or being engaged with consider formalising support through use of an attendance contract (see attendance contract section within this document)
If none engagement from the family, speak to your linked Attendance and Inclusion Social Worker
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Ideas for challenging and improving attendance Checklist

	Completed first day telephone calls/home visits
	

	Letters sent to share attendance concern and has the assess/plan/do review process been started
	

	Have you spoken to the form tutor/head of year/pastoral manager?
	

	Have they spoken to the child during registration times?
	

	Has the absence, and/or lateness been highlighted in the child’s planner?
	

	Have you or any other staff member met the child outside of form/tutor time to capture the child’s voice to establish a reason and put support in place
	

	Have you met with the parents/carers and asked why the child isn’t attending school? Do these reasons match with the reason the child provided?
	

	Have family circumstances been considered and have you considered with the family what support may help them at this time? Have any referrals to other agencies been offered?
	

	If regularly late, has the school start time been shared with parents. Have you provided them with an alarm clock/used a sticker chart etc
	

	Would the child benefit from attending breakfast club to ensure they are on school site on time each day?
	

	Checked to see if siblings are having the same absences. Have you contacted the school the siblings attend? If unsure which schools, ask your linked I&A Specialist.
	

	Have you spoken to other staff members to ascertain any other reasons for absence? Look at the patterns on ‘by-lesson attendance’, and if patterns are evident speak to those teachers. 
	

	Is the child a Young Carer, and is this having an impact on their attendance?
	

	Have ACES/Trauma been considered?
	

	Consider if there are any unmet learning needs, does a one-page profile/MyPlan need to be put in place?
	

	If a MyPlan/EHCP in place are the outcomes being supported, when was this last reviewed?
	

	Has the child’s health been considered, have you received any medical evidence
	

	If external services are involved has a meeting taken place? E.g., TAF, CIN, PEP, Transition Pathway meetings
	

	Where appropriate have you consulted with the linked I&A Specialist for support and advice
	

	Has a good attendance improvement plan been drawn up, and are the pupil and family aware of the plan?
	




Mapping across Education, Health and Care
When meeting with the pupil and the family members it is important to capture:
· What’s going well – give some praise and encouragement
· What are we worried about – be open and honest, what are the concerns
· What are the next steps?
For each of these 3 areas, think about the child’s education, health, and care needs.  By breaking it down into these 3 areas you will see the predominant factors preventing this child from being in school, every day on time. You will also be able to identify the most appropriate next steps. A referral to FIS or parenting would be appropriate for a child with lots of care needs, however this wouldn’t be appropriate for a child with Health issues preventing them from attending. 
Scaling questions are also very useful to monitor and track changes. A question like:
“On a scale of 1 to 10 with 10 being definitely, how confident do you feel that you will be able to attend school every day next week and on time?”
This mapping document may be useful to complete when meeting with a young person and/or their parents. 
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Formalising the Support
Attendance is so often a symptom of wider issues a family is facing. All parties should work together to offer voluntary support to address the symptoms and bring around change. Where this voluntary support is not leading to improved attendance or engagement with education, consideration should be given to formalising the support. 
Schools are expected to meet with the parents, child and any other agencies involved to consider formalising the support through an attendance contract. Attendance contracts are a formal written agreement between a parent and the school. In some instances, this will be a formal agreement between the parent and the Local Authority. 
A contract is not legally binding and is not a punitive tool. It is intended to provide a formal route to secure engagement with support where voluntary engagement has not brought about change. An attendance contract may not be appropriate but should always be explored.
If an attendance contract is in place and not being adhered to, the school should contact their linked Attendance and Inclusion Social Worker to consider next steps. 
Schools should use the standard Sheffield attendance contract template (see appendix). Where schools/academies chose to use an alternative format all elements within the Sheffield contract must be included. 
There is no minimum or maximum duration to an attendance contract, reviews should take place regularly with next steps considered at each review. 







The Three Houses templates - Free Social Work Tools and Resources: SocialWorkersToolbox.com







[bookmark: _MON_1723387301][bookmark: _MON_1723387307][bookmark: _MON_1758639967]
[bookmark: _Hlk110414913]Enforcing Support 
When all voluntary and formal support has been exhausted Attendance and Inclusion Social Worker (AISW) support schools with the attendance legal process
All schools have a link AISW from the attendance legal team. In the absence of your link worker, please contact attendlegal@sheffield.gov.uk 
Prosecution is the last resort, and we support schools to provide the child and family with help and assistance in accessing their education wherever we can. We expect that the child and parent voice is captured throughout the process as situations can change, as this may change the response and support offered. Our aim is to ensure that the school has exhausted all avenues of support before considering the legal route. 
The link AISW will require the school to have undertaken certain measures PRIOR to considering legal prosecution for attendance, as follows: 

	ALP checklist
	Yes/No
	Is Evidence Available

	School to have referred to the Ideas for challenging and improving attendance Checklist and completed the identified actions relevant to the situation
	
	

	Child to be discussed at whole school inclusion meeting this may include wider school staff, safeguarding, SEN, Pastoral, Attendance, and any other relevant staff to ensure any barriers are discussed at a whole school level regarding attendance, well-being, behaviour and learning
	
	

	School to ensure they have spoken to all services involved with the child or young person 
	
	

	Schools to establish any siblings and liaise with those schools
	
	

	Mapping across education, health, and care to identify need and barriers
	
	

	A plan that demonstrates APDR with SMART targets (see attached doc)
	
	

	Parents to be given the opportunity to attend at least two meetings within the APDR process
	
	

	Any meetings recorded and parents provided with a copy whether they are present or not setting out expectations/plan

	
	

	Where appropriate ensure evidence of the impact irregular attendance has on child’s learning is discussed with parent/carer
	
	

	Schools to formalise support by way of an attendance contract, if not appropriate school must provide their rationale
	
	

	Parent voice captured and recorded
	
	

	Child voice captured and recorded
	
	

	School to ensure all parents/carers with day-to-day care have been informed of any attendance issues and the legal duties placed upon them to provide a full-time education
	
	

	School to ensure all parent/carer details are up to date (who is in the household? Do both parents have parental responsibility/day to day care and responsibility for education? If so, on which days?)
	
	

	School to demonstrate how they have considered where the family live in relation to school and show what support has been offered if this is a barrier
	
	



Based on the measures school have undertaken the AISW will assess the evidence provided to establish if parent/carer has failed in their duty to educate, and whether legal intervention is appropriate or not.
PLEASE:
· Ensure a RTT is NOT in place as legal will not be pursued; this is seen as support still being required.
· Ensure you are working whole family and have contacted siblings’ schools for attendance related information, if appropriate invite to any meetings.
· Offer parents the opportunity to attend at least two meetings within the APDR process.
· Ensure that you use the letters and proformas within this document otherwise cases may not be pursued.
· Send all paperwork via anycomms within the specified time frames provided by your linked AISW.
· Ensure all paperwork is correct as incorrect paperwork will not be processed
· Have you calculated the sums correctly on the Head Teachers Certificate?
· Attendance Registers should be with comments
· Copies of any correspondence sent to parents is included.
· APDR process is evident within a plan
			
· Ensure any plan is reviewed on a regular basis – without drift or delay. 


If your school is considering the legal prosecution route for attendance you should always bear in mind statutory defenses prior to progression and as part of your APDR process.

All decisions regarding legal proceedings will be made by the Attendance & Inclusion Social Worker linked to your school. The Statutory Defences (reasons why cases would not be progressed through the legal system) are as follows.  

1.	Authorised Absence - Leave granted by the Head teacher 
2.	Sickness - or any other unavoidable cause. Evidence presented will be assessed on a case-by-case basis. 
3.	Religious Observance - Any day that is exclusively set aside 
4.	Distance from School - The school that the child is registered is not within walking distance of the child’s home and no suitable arrangements have been made by the Local Authority for either transport to and from school or enabling him/her to become a registered pupil at a school nearer his/her home. (Walking distance - Exceeding 2 miles for a child under 8 years old, exceeding 3 miles for a child aged 8 years and over)
5. 	Trade or business - The parent/carer can show that their trade or business requires them to travel, that the child has attended school as regularly as the nature of the trade or business allows and the child has attended school for at least 200 sessions during the preceding 12 months.
ATTENDANCE LEGAL DOCUMENTATION

The Local Authority, in consultation with schools (and other agencies where appropriate), will be responsible for the decision to issue Notice to improve and any other legal intervention as deemed appropriate.  This will ensure consistent practice across all schools in Sheffield, assist in avoiding school / home conflicts and ensure that Notices to improve are not being issued where it is inappropriate to do so, or where the Local Authority would be unable to support progression to court or a different course of action is more appropriate. 

Paperwork required from school includes (as a minimum).

· ALP checklist
· Head teacher’s Certificate covering the period of complaint only
· Case Summary or Witness Statement formatted as a chronology covering the period of complaint as directed by AISW
· Evidence of the Attendance Response being followed to include:
· Mapping document
· Child voice
· Adult voice
· Internal meeting minutes/discussion
· Meetings offered
· Any Plan
· Any correspondence sent to parent/carer
· An up-to-date attendance register (with comments)


All proformas required are contained within this document and SHOULD be used, this is to provide consistency across the city.

This information would prove that during the period of complaint, the parents/carers were aware of the child’s poor attendance and that all voluntary and formalising of support has been exhausted.

School based attendance officers should continue the APDR cycles and continue to monitor attendance during and following any legal intervention to ensure changes are sustained, or any decline is explored in a timely manner. If further support is identified and a legal process is being pursued, you MUST speak to your AISW.

Attendance and Inclusion social workers will assess cases on a case-by-case basis, following voluntary and formal support offers, to make decisions as to what, if any, legal intervention is appropriate using the range of legal powers available to us. These will be discussed during attendance meetings and assessed based on the evidence provided, as to how the parent/carer is failing in their duty to ensure a full-time suitable education for their child.



Submitting Paperwork to the Local Authority
All paperwork should be sent via Anycomm’s, using the drop-down box for Attendance Legal. 
Requests for Irregular Attendance prosecution should be accompanied by request for legal proceedings form attached: 
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Consultation
Consultation with a linked Inclusion & Attendance Specialist, or Attendance and Inclusion Social Worker can be requested at any time, directly with the worker or through the Sheffieldinclusion&attendance@sheffield.gov.uk inbox. 
Consultations are also available with the Inclusion and Attendance team regarding Exclusions, Transition, Group Work, Mentoring, Educational Engagement, Sleep, Restorative Practice, Reintegration and Behaviour. To request a wider consultation, speak to your linked Team Leader or Specialists within the transition pathways teams, or email Sheffieldinclusion&attendance@sheffield.gov.uk 

Family Intervention Service (FIS)
FIS will liaise with school regarding families/children they are working with where attendance is a concern. FIS will close cases where there is non engagement. If parents refuse to engage or stop engaging this evidence can be used during your conversations with your linked Attendance and Inclusion Social Worker. 
During, or towards the end of a piece of support, if it is felt by the team around the child that attendance legal is likely to be the next step to bring about change, we would ask you (the school) to liaise with your linked Attendance and Inclusion Social Worker to consider escalation to the attendance legal process. FIS should provide evidence of their involvement, support and interventions as part of your evidence.
FIS workers will not request legal intervention, this will come from school as an action from multi-agency meetings.









Support around different reasons for absence
Attending the school
L – Late (before registration has closed)
Some pupils may come into school after the register has been taken but before the register closes. This should not be a frequent pattern.
Support/Challenges
· A school policy must reflect the start and finish times of the day and how the codes will be used and what measures will be put in place to support punctuality
· Meeting to be held with the parent/carer (and pupil if appropriate) to ascertain the reasons for the lateness and if any support can be offered
· 1-1 with the child to ascertain the reasons and what support can be offered
· Is this due to sleep issues? Does the parent need to enrol on a sleep hygiene programme? Does the parent need support with the morning routines, do they need a parenting programme?
· Does the parent/carer and child know the times of the school day
· Would a sticker chart support in getting the pupil to school on time?
· Establish if the child is a young carer and make a referral if the child and parent agree.
· Establish if there are siblings at different schools, liaise with the other schools the reasons given for lateness. Are there difficulties getting the children to the different locations, does a breakfast club/ after school club need to be explored? 
· Is SEN behaviour an issue, does the parent need support from outside Agencies around this, such as the parenting team, ADHD nurses, ASD team. 

Attending a place other than the school
K – Attending education provision arranged by the Local Authority
· The pupil is attending a place, other than the school or any other school at which they are a registered pupil, for educational provision arranged by a local authority under section 19(1) of the Education Act 1996 (exceptional provision of education), section 42(2), or 61(1) of the Children and Families Act 2014 (special educational provision off site).
V – Educational visit or trip
[bookmark: _Hlk80112720]This is to be used for school organised trips and visits, including residential. This code can also be used for Y6 pupils if met in primary school and taken on to their next school (usually secondary school). 
Support/Challenges
· Where a parent takes responsibility in taking their child to a transition day this would be a B code. As would children making their own way to transition days.
· If a parent takes the child to the school trip/residential and picks them up again this would also be coded V.
· For children attending a school visit for a proportion of the school day, the registration marks would not need to be changed to V.
Children attending swimming lessons as part of the curriculum should receive their registration mark/s prior to travel to the swimming pool and therefore would not need to be coded as V

P – Participating in a sporting activity
This activity must be supervised by a person authorised by the Headteacher of the school. The pupil must be taking part in the activity and is taking place during the session for which the mark is recorded.

Support/Challenges
· Has school seen evidence of the activity taking place?
· School should speak to parents, the relevant authorised person and sport’s, national governing body regarding the appropriateness of the activity taking place, in school hours, and the time to travel to the establishment. 
· Consult with your linked A&I Officer if you are unsure if the sporting activity is approved or not. 
· Details for the National Governing Body associated with the particular sport can be found online, or through request to the club or affiliation the child belongs.
· Children participating in off school site sporting activities arranged by the school or the local school sports partnership should be P coded unless the child is present in school for the registration period prior to the activity.
W – Work experience
Work experience is for pupils attending a place for an approved educational activity that is work experience as part of the pupil’s education.
Support/Challenges
· School must check on the attendance of a pupil (Y10 and Y11) who is on work experience and mark the register accordingly
· Where a work experience placement has broken down or not been provided the children are expected to be in school and work to be provided. 
B – Educated Off Site
Some children and young people may attend sessions off school site at an approved provider, or with another educational professional. This should be a short-term intervention to support the children return to full time education in school. Contact should be made with the provider each morning/afternoon registration period to establish if they have attended, and first day calling must be carried out for pupils who are absent. Further contact should be made in an afternoon if the child stays all day unless an agreement has been made with the provider to notify you if the child leaves the site. 
Alternative Provision should be a short-term intervention to support re-engagement with education in the classroom. To ensure children continue to feel they belong at their named school they should continue to be offered sessions in school each week. If a child is only attending one Alternative Provision each week, they must be expected to attend school for the other days, otherwise the provider could be considered an unregistered school. 
This code can also be used for some health clinics/programmes. E.g., Diabetes Education Programme, Ryegate and CAMHS (although assessment appointments must be coded as ‘M’)
Support/Challenge
· Work with the provider to review the MyPlan, to establish if the provision is engaging the young person in their education – if not does the provision need withdrawing and other support putting in place
· Contact your linked A and I Officer to discuss where a ‘B’ code would be appropriate to support pupils with their health care appointments/plans
D -Dual Registration
Some children and young people may attend sessions off school site at another school setting. This could be a short-term intervention to support the children to return to full time education in school. First day calling must be carried out by the school the child is due to attend on that day. 
This code can also be used for Traveller children where they are attending another school for a short period.
School-age pregnant girls will be offered group mentoring support and education for a contact period of up to 16 weeks around the time of the baby’s birth. This is delivered through the Becton Outreach Service. The curriculum offer is for a total of 16 weeks of education, generally from week 36 of the pregnancy. When a pupil is receiving education through Becton Outreach the home school will Dual Register. Further support for pregnant teenagers can be accessed from the school nursing team, Sheffield Futures, http://www.dcsf.gov.uk/schoolageparents/
Support/Challenge
· Regular contact/communication with the other registered school is paramount, agree which school is going to chase up any absences on the day that the pupil attends that school
· Regular meetings/contact to ascertain if the provision is working for the pupil and if any further support needs to be put in place
Absent – leave of absence
C: Leave of absence for exceptional circumstance
There may be occasions when the Headteacher authorises the absence of a child for a reason not covered by any other code, for example a funeral or bereavement. This would be coded as ‘C’. 
Pregnant pupils 
Leave for maternity is treated like any other leave of absence in exceptional circumstances. Schools are expected to act reasonably and grant a sufficient period of leave from school, taking into consideration the specific facts and circumstances of each case. Ultimately, it is at the school’s discretion how much leave to grant.
C1: Leave of absence for the purpose of participating in a regulated performance or undertaking regulated employment abroad. 
All schools can grant leaves of absence for pupils to undertake employment (paid or unpaid) during school hours. Schools maintained by a local authority and special schools not maintained by a local authority can only do so in the following circumstances (under regulation 11(2)): 
• Where the local authority has granted a licence for the pupil to take part in a performance regulated by section 37(2) of the Children and Young Persons Act 1963. 
• Where a pupil does not need a licence for such a performance because an exception applies under section 37(3) of the Children and Young Persons Act 1963, including where a Body of Persons Approval (BOPA) covering the pupil has been issued by the local authority in whose area the performance will take place or the Secretary of State. 
• Where a Justice of the Peace has given the pupil a licence to go abroad for a performance or other regulated purpose under section 25(2) of the Children and Young Persons Act 1933.
Contact the Local Authority child employment and licencing team on 01142037442 or childpermits&licences@sheffield.gov.uk for further information.
C2: Leave of absence for a compulsory school age pupil subject to a part-time timetable 
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.
Children must attend for at least 1 hour of each session to receive a present mark. All reduced timetables should be for no more than 8 weeks, unless the child’s treatment plan from their consultant suggests otherwise, and work should be set for the child to avoid them falling behind with their learning.  

Support/Challenge
· Are the absences due to family circumstances, does a referral form for support from outside agencies need to be completed
· Is the child a Young Carer, and if so, has a referral been made and support identified?
· Safeguarding officer to liaise with the Young Carer, their parent and their Young Carers worker (if involved) to formulate a plan of support and to consider further support from the GP or health professionals around home help
· Reduced timetables should be a short-term intervention of no more than 8 weeks, with reviews every 2 weeks.
· Schools must notify the Local Authority if a child is attending on a reduced timetable, regardless of the attendance coding. Schools must also notify the LA when the timetable ends. 
· If this code is used for a pupil who is ‘flexi schooling’ do you have a plan in place with parents/carers for that pupil returning to school full time

J1 – Leave of absence for the purpose of attending an interview for employment or for admission to another educational institution.
Schools maintained by a local authority and special schools not maintained by a local authority can grant leave of absence, under regulation 11(4), where an application has been made in advance by the parent who the pupil normally lives with (or the pupil if they will be over compulsory school age by the time of the absence) and the leave is to enable the pupil to attend an interview for employment or admission to another educational institution.
Support/Challenges
· Have you seen proof of the interview and been given notice of the pupil attending?
· Pupils to attend school either side of the appointment/ interview. 
· Establish if the pupils need any support prior to the visit/ interview such as clothing, travel, money, preparation and managing stress/ anxiety. 
· Schools should be satisfied that the interview is linked to employment prospects, or admission to another educational establishment.

M – Medical/Dental appointments
These are attendance at G.P. Surgeries, dental and hospital appointments. If the child is present for registration, they receive a present mark and a comment should be added to show the time the child leaves school to attend the appointment. 


Support/Challenges
· Encourage parents to make routine appointments out of school times where possible.
· Encourage parents to bring children into school, either before the appointment or after it, or preferable before and after.
· Has proof of the appointment been seen?
· If a child is having an operation, they get an M code, then they get an I code for the recovery period advised by the medical professionals. 

S – Study leave
This code should be used sparingly for Y11 pupils during public exams. 
Support/Challenges
· Provision should still be made for those pupils that wish to revise on school site. 
Pupils revising on school site would receive a present mark and therefore schools need to arrange a place for pupils to receive their registration. 

X – Non-compulsory school age pupil not required to attend school
This code is used to record sessions that non-compulsory school age children (under or over compulsory school age) are not expected to attend.
Support/challenges
· Can be used for a short period of time at the start of the school year for all reception age pupils as part of the settling in process
· Can be used for pupils in reception who are attending school on an agreed reduced timetable up to the time they become compulsory school age. 
· Not to be used for children who are compulsory school age or for exclusions.

Absent – other authorised reasons
E – Suspended or permanently excluded and no alternative provision made
If a pupil breaches the school behaviour policy the Headteacher may issue a fixed term exclusion for a period of half to 5 days. For serious breaches of the school behaviour policy the Headteacher may issue a permanent exclusion. If a pupil has received a permanent exclusion the Local authority will arrange for the education of the child from the 6th school day. 
Support/Challenge
· Has the pupil got a one-page profile/MyPlan in place? No - does one need starting? Yes - does this need reviewing early in light of the exclusions? 
· Has a Boxall profile been completed to identify any needs?
· Are further assessments needed from speech and language, the Ed Psych etc. 
· Are there outside factors influencing the pupil’s behaviour – does this need a referral to other services e.g., Health, FIS, Young carers, CYT etc
· Are there any unmet learning needs?
· Contact the Suspensions Team (Sarah Kelly and Genine Nuttall) for support or advice regarding a pupil who has exclusions and who you may be considering for Primary or Secondary Inclusion Panel, or a managed move
· [bookmark: _Hlk80101332]For nursery and FS2 pupils who are struggling to engage in their learning contact the ‘transition to school readiness’ Pathway Team for advice via a consultation
· For primary and secondary aged pupils, you can contact the Transition Pathway team within Inclusion and Attendance for advice via a consultation
· The Attendance and Inclusion team can also support with advice and offer ‘critical friend’ support to the Headteacher if a pupil has been permanently excluded
· Schools should consider arranging a governors behaviour meeting when a child accumulates 45 sessions of ‘E’ codes, or when a pupil is identified as at severe risk of permanent exclusion to see what support can be put in place 
· Consider referrals to external agencies for support and advice, e.g., Outreach, Autism team, Educational Psychologist etc.,
· Has a managed move been considered?
· After a fixed term exclusion, a reintegration meeting needs to be put into place when the child is welcomed back into school. A plan needs to be put in place and reviewed, if the plan is not working for the pupil, other alternatives will need to be considered to support the pupil’s behaviour.
· Has the voice of the child been sought, to support the behaviour plan and the reintegration meeting?
· It is not acceptable to ask the parent to collect the child during lunch time or collecting early as a plan to manage a child’s behaviour. This is considered as an unlawful exclusion. Other support measures and plans must be considered to manage the child’s behaviour during school hours. 


I – Illness (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. 
In most cases of illness, a parent’s notification that their child is too ill to attend school will be sufficient to authorise the absence without question or concern. 
Schools should authorise the absence using code I, unless they believe the reason provided does not constitute the child needing to be absent from school, or the school have reason to believe the parent is not giving an accurate reason for absence. 
Schools should refer to NHS guidance to understand the number of days the pupil needs to be absent for the reason provided.
Schools are not expected to routinely request that parents provide medical evidence to support illness absences. If there are patterns, trends or persistent periods of absence due to illness this should be discussed with the parent as soon as possible.
If there is any doubt about the authenticity of the illness, schools can record as unauthorised. Schools can request parents to provide medical evidence to support absences due to repeated bouts of illness, but Doctors’ notes must not be requested for children. 
When a child has been absent for 15 or more days in a school year due to Illness the school should discuss this with the Local Authority during their Termly Targeted Support Meeting, to consider the appropriate next steps (see Education for Children Unable to Attend Policy). 
Support/Challenge
· Have you seen medical evidence – letter, text, dated medication?
· Is a meeting needed with health care professionals/ other agencies?
· Has the child got a health/ medical care plan in place?
· Does the family need support in seeking medical help, i.e., contacting GP, attendance cert for proof of illness and how this is affecting the child’s attendance/education?
· Do you need to be considering starting to unauthorise any future absences?
· G.P protocol can be discussed with the link A&I Officer
· If a parent shares their child is unable to attend due to medical needs and this will exceed 15 days, please refer to the Children unable to attend policy, and jointly consider next steps during your Termly Attendance Support Meeting.  
· Does a Reduced timetable need to be considered for a short period of time?
· Frequent authorised absences should be challenged to establish if further support needs to be put in place, or whether a punitive route needs to be followed. 
· Schools should challenge illnesses at the first instance, when informed of illness and through first day calling. At this point minor ailments should be discussed, and parents should be informed that their children can attend school if appropriately medicated. 
· Secondary schools should monitor patterns of illness, where pupils end up in the medical room on regular occasions. 
· Schools to be mindful of absences related to the female menstrual cycle, including period poverty. Schools need to be meeting with these children and looking at putting a plan in place on how they can support them. The absence should be challenged and code appropriately, such as O, C, or I code. 
· Advice around general illness can be found at https://sybhealthiertogether.nhs.uk/

R – Religious Observance
In Sheffield we are fortunate to have a variety of religious organisations which mean on occasion a pupil may need to take religious observance during the school week. Any additional days taken that are not exclusively set aside for religious observance are not to be marked as ‘R’
As a rule, ‘a day exclusively set apart for religious observance’ is a day when the pupil’s parents would be expected by the religious body to which they belong to stay away from their employment to mark the occasion. If in doubt, schools should seek advice from the parent’s religious body about whether it has set the day apart for religious observance. If a religious body sets apart a single day for a religious observance and the parent applies for more than one day, the school may only record one day using this code.
Support/Challenges
· Parents should be encouraged to give advance notice of any religious observance taking place
· School should seek advice from the parents’ religious body about whether it has set the day aside for religious observance
· There is no set number of days for religious observance. 
· Schools may consider using one of their inset days for a religious observance to which a high proportion of the school community will be observing. 

T – Parent travelling for occupational purposes
The pupil is a mobile child, and their parent(s) is travelling in the course of their trade or business and the pupil is travelling with them. A mobile child is a child of compulsory school age who has no fixed abode and whose parent(s) is engaged in a trade or business.
Schools should not unnecessarily ask for proof that the parent is travelling for occupational purposes, this should only happen when there are genuine and reasonable doubt about the authenticity of the reason for absence given. If there is doubt over the reason given, the school may ask for proof that the family are required to travel for occupational purposes during the period of absence.
Dual registration is allowed if the child will be attending other school/s during the period of travel. Children cannot be taken off roll at the base school whilst away travelling. 
Support/Challenges
· School can ask for evidence when families are travelling for work. Such as contracts, or Showman Guild certificate. 
· School should encourage parents/carers to enrol the child/ children at another school near their place of work. Please see the D code for advice on this. 
· The child/children should be T coded until they start attending the school setting near their place of travel, at which point the D code would be used.  

Absent – unauthorised absence
G – Family Holiday (NOT agreed or in excess of agreement)
Parents must apply for leave in advance of taking a holiday during school time. If parents do not apply for leave or you find out via social media e.g. Facebook, relative in school etc. then this is also ‘G’ coded as regulations do not allow schools to give retrospective approval.
Support/Challenge
· Are parents aware that they need to complete a holiday request form – is it readily available in school/online
· [bookmark: _Hlk79567431]Do you need to have a meeting with the parent to discuss attendance and how taking a holiday will affect this and their child’s education?
· Is the holiday around other unauthorised absences – speak to attendance link or AISW
· Where the head teacher has not agreed the period of leave, a request must be submitted to the LA to issue a Penalty Notice
· If pupils go on holiday and do not give a return date and there has not been any communication with parents, do you need to refer to CME

U – Late (after registration has closed)
DFE states that registers MUST be closed within 30 minutes after the start of the session, registers should not be left open for the whole session and U codes MUST be used. Regular ‘U’ codes can be a safeguarding issue particularly where the child is arriving just in time for lunch. These need to be addressed early, so that support can be put into place if needed.
Support/Challenge
· A school policy that reflects the start and finish times of the day and how the codes will be used
· Schools should actively discourage late arrivals, be alert to patterns of late arrival
· Meeting to be held with the parent/carer to ascertain the reasons for the lateness and if any support can be offered
· Are there wider family issues, such as the child being a Young Carer, adult mental health, bereavement, SEN. With older children, is there issues with them travelling to school, grooming, contextual safeguarding to be considered etc. 
· 1-1 with the child to ascertain the reasons and what support can be offered
· Is this due to sleep issues? Does the parent need to enrol on a sleep hygiene programme?
· Does the parent/carer and child know the times of the school day
· School to follow attendance processes, is a SAP needed?
· First day calling must take place, for safeguarding reasons, such as informing the parent/ carers that the child hasn’t arrived yet. 
· Could an alarm clock be offered to the family?
· Does travel to and from school need to be considered?

N – No reason yet provided for absence
Sometimes parents/carers do not inform school the reason for their child’s absence.
This code should not be left on the pupil’s attendance record indefinitely. The code should be changed once a reason is gathered this should not exceed 5 school days. If no reason is given for the absence with 5 days, then the school should change the N code to the O code. When the code is changed the school should record who is making the change, as well as when and why (this applies to any changes to codes). 
Support/Challenges
· Has a first day phone call been made
· Does school send out a letter asking for reason (this can be taken off Sims)
· Do parents know the process for informing school of their child’s absence
· If a child has not been seen for 5 consecutive days, then a home visit must be carried out. The school should record what they observed at the home visit, including if they were unable to see the child or no one appeared to be home. 

O – Unauthorised Absence
Any unauthorised absence needs to be addressed quickly following school’s attendance processes, so that any issues can be resolved quickly with support put in to place.
Support/Challenges
· Schools to promote good attendance through parent evenings, assembles, displays, attendance promotions, other platforms such as school websites, class Dojo, merits, texts, letters, and incentives.
· Follow school attendance processes – telephone calls, letters, home visits etc
· Ensure you follow the Attendance Response
· Are there siblings in other schools with the same attendance pattern/absences?
· Are other unauthorised absence codes on the registration certificate such as the U, G, N, or a combination of concerning codes that need to be taken into consideration.
· Are there any patterns with the absences? 
· Are parents struggling to contact school due to financial issues, language barrier, is there another system that can be put into place for them
· School to have a meeting with the parents/ carers (and pupils where appropriate) to ascertain the reason for the absences and establish if further support needs to be put in place. This could include referrals to other agencies for support with routines and boundaries, sleep, behaviour, unmet needs etc. 
· Schools to be observant of trends & patterns of absences within key cohort groups that may be having an impact on whole school attendance. - consider consulting with your linked A&IO for further support and advice in considering next steps
· Has a GP protocol been considered with an A&I Officer?
· Has a school attendance planning meeting taken place? Would there be benefit inviting the Local Authority to this meeting? 
School to consider completing a self- Assessment of Attendance Registers, and request a full Attendance Audit though your linked A&I.


Absent - unable to attend school because of unavoidable cause
Q – Unable to attend the school because of a lack of access arrangements
The pupil is unable to attend the school because a local authority has a duty set out in regulation 10(12) or (13) to make access arrangements to enable the pupil’s attendance at school and have failed to do so.
Y1 – Unable to attend due to transport normally provided not being available
The pupil is unable to attend because the school is not within walking distance of their home and the transport to and from the school that is normally provided for the pupil by the school or local authority is not available.
Y2 – Unable to attend due to widespread disruption to travel
The pupil is unable to attend the school because of widespread disruption to travel caused by a local, national, or international emergency.
Y3 – Unable to attend due to part of the school premises being closed
Part of the school premises is unavoidably out of use and the pupil is one of those that the school considers cannot practicably be accommodated in those part of the premises that remain in use.
Y4 – Unable to attend due to the whole school site being unexpectedly closed
Where a school was planned to be open for a session, but the school is closed unexpectedly (e.g. due to adverse weather), the attendance register is not taken as usual because there is no school session. Instead, every pupil listed in the admission register at the time must be marked with code Y4 to record the fact that the school is closed.
Y5 – Unable to attend as pupil is in criminal justice detention
The pupil is unable to attend the school because they are:
 • in police detention, 
• remanded to youth detention, awaiting trial or sentencing, or 
• detained under a sentence of detention.
Y6 – Unable to attend in accordance with public health guidance or law
The pupil’s travel to or attendance at the school would be: 
• contrary to any guidance relating to the incidence or transmission of infection or disease published by the Secretary of State for Health and Social Care (or the equivalent in Scotland, Wales and Northern Ireland), or 
• prohibited by any legislation relating to the incidence or transmission of infection or disease.
Y7 – Unable to attend because of any other unavoidable cause
An unavoidable cause, that is not covered by one of the other ‘unable to attend’ codes detailed above, is preventing the pupil from attending the school. This code should be used only where something in an emergency has prevented the pupil from attending the session in question. The unavoidable cause must be something that affects the pupil, not the parent. The fact that a parent has done all they can to secure the attendance of the pupil at school does not mean the pupil has been prevented by unavoidable cause.


Support/Challenges
· Where there is an outbreak of infectious diseases, you must get advice from Public Health England on next steps, such as a deep clean, closing a year group, or whole school.  https://www.gov.uk/government/collections/notifications-of-infectious-diseases-noids
· You must notify the local authority of all situations that result in full or partial closure of the school
· If the school has evidence from the place of custody, that the pupil is attending educational activities then they can record those sessions as code B (present at approved educational activity). 
· Can be used for pupils who are Abroad and returning to the UK would be contrary to International, national, or regional travel restrictions

Administrative codes
Z – Pupil not on roll
Used to set up registers before pupils are due to join. To safeguard children, schools must put all pupils on the admissions register on the first day that the school expects them to attend. Please do not ignore any pupils who do not attend on their first day.
Support/Challenges
· If the pupil does not arrive to school as expected on the first day, contact parents/carers to find out the reason why
· Arrange a meeting for the parent and child to attend
· Complete a home visit to see if the family are still at the address and ascertain the reasons why they are not attending 
· If not at the address contact CME, C code absences until instructed by CME to deregister a child. You must not de register until CME have given authorisation to do so. 
· Contact your Local Authority attendance officer to check if the child is still due to attend your school or has started attending another school.

# - School closed to pupils
To be used for whole or part school planned closures e.g., between terms/half terms/weekends, along with bank holidays. 
Support/Challenges
· It can also be used up to five times in academic year for curriculum planning/ training and when the school is used for polling stations. 
· Schools and local authorities can agree to set different term/ start dates for different year groups. Code # can be used to record the year group(s) that is not due to attend. This is only acceptable where the school ensures that those pupils not attending on that day are still offered a full education over the school year

Children Missing from Education
· All children without a school roll, who are not ‘Educated other than at School’ (EHE) should be known to CME and a school place will be allocated. If you are aware of a child who is not on school roll, please notify the team immediately. 
CME can be contacted through: ed-missingchildren@sheffield.gov.uk 
· When a school place is allocated, support offered, and a parent/carer fails to take their child to the named school a School Attendance Order can be applied for from the Local Authority Attendance Team which will allow for the allocation of a school place via court order. 
· CME will work with complex families who are new to city to ensure they are able to access full time education. 
· Any School ‘off-rolling’ a child must submit a de-registration form to the Local Authority CME department and must wait for this to be accepted and a leave date given before any child is removed from roll. 

Further information: 
· Children Missing Education: www.gov.uk/government/publications/children-missing-education 
· Fair access: www.gov.uk/government/publications/fair-access-protocols-in-school-admissions 
· Form - Request to Remove Child from School Roll (see supporting documents): www.sheffield.gov.uk/home/schools-childcare/attendance-guidance-schools  


Children Transferring Schools
When children are transferring from one Sheffield school to another the family must request a transfer form from their current school. This needs to be completed and return to the Local Authority admissions team. In the meantime, the child must continue to attend the school they are on roll at until a start date for a new school has been agreed, and the child starts to attend. 

School Standard Letters
The Local Authority standard letters for school attendance are shown on the next page. These should be copied onto your school’s own letter head. 
Letters can be sent out to parents as part of your schools’ progression of concerns. 
Letter CLSA4 must not be sent to parents before permission has been given by the Local Authority Attendance and Inclusion Social Worker. A date range for the 15-day period will also be provided by the AISW.
Letter CLSA5 is only to be sent following a discussion with AISW 
Sources of Further Information
Further information, including legal guidance, guidance on the marking of attendance registers and strategies for improved school attendance can be found in the following documentation.
DFE School Attendance: guidance for schools including coding
Working together to improve school attendance - GOV.UK (www.gov.uk)

DFE Improving School Attendance: Support for Schools and Local Authorities
Improving school attendance: support for schools and local authorities - GOV.UK (www.gov.uk)

DFE Children Missing Education Statutory Guidance
Children missing education - GOV.UK (www.gov.uk)

DFE Keeping Children Safe in Education
Keeping children safe in education - GOV.UK (www.gov.uk)

DFE Ensuring a Good Education for Children who cannot attend school because of Health Needs
Education for children with health needs who cannot attend school - GOV.UK (www.gov.uk)

Elective Home Education 
Elective home education - GOV.UK (www.gov.uk)

[bookmark: _Hlk112851723]“Suspension and permanent exclusion from maintained schools, academies and pupil referral units in England, including pupil movement – guidance 2022”
School suspensions and permanent exclusions - GOV.UK (www.gov.uk)

Sheffield City Council Child Performance and Licensing
Children in entertainment licences (sheffield.gov.uk)



Sheffield City Council Exceptional Leave in Term Time Policy – 





School Attendance Orders 


                    


Education Supervision Orders 




Full and Effective Use of Legal Powers 




Fixed Penalty Notice Code of Conduct – 





Key Contact
For Attendance related enquires please email Sheffieldinclusion&attendance@sheffield.gov.uk
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[bookmark: _MON_1739957516]  

	School staff


	SACL2
	

	School staff

	SACL3
	

	School staff

	SACL4
	


	Head teacher

	SACL5
	

	School staff

	SACL6
	


	School staff

	SACL7
	

	School staff

	SACL8
	

	School staff

	SACL9
	

	School staff

	SACL10
	

	School staff

	
	

	Template

	
	

	Template

	
	

	Template




	

image2.png
SYB Desired

Outcome





image3.emf
Attendance  Response.docx


Attendance Response.docx
Attendance Response

Desired Outcome

For every child to be in school every day, and on time.

To reach this outcome, we must support all children. 

We need to support our 100% attenders to remain 100% attenders. 

We need to support our 95%-99% attenders to raise their attendance and get as close to 100% as possible.  

We need to challenge our 92%-95% attenders, to remind parents of their duty to ensure their child is in full time education and offer support to prevent further absences in the future. 


And we need to follow a graduated approach for our irregular attenders to ensure we assess why they are not attending regularly, create a plan to support improvement in attendance, implement the plan and review to see if improvements have been made.

[image: SEND - Support for schools]



Assess

The reason preventing the child attending regularly

The needs across Education, Health and Care

Has the child’s voice been captured, what do they need to happen so they can attend?

What has already been implemented to improve the child’s attendance?

What support is required to improve the attendance?

What interventions may be required to improve the child’s attendance?

What further assessments may be required?

Set time scales for assessments to be carried out



Plan

What next steps need to take place to help the young person attend every day, on time?

Who will support and what their actions are?

Set time scales for the plan to be implemented 

What outcomes do we expect to see?

Ensure the plan is shared with all parties including the child



Do

The plan is carried out by all professionals, the family, and the young person


Review

Has the support worked, does the child and family feel they have been supported?

Are we seeing movement towards the desired outcomes, even small improvements can be big steps?



Has there been any party who hasn’t carried out their actions?

Has the child’s voice been captured, how do they feel the last few weeks have gone, what difference has been made, what are they proud of, what could have been better?

Is a more punitive route required?



Attending School for some sessions





Attending a session every day





Attending full time





No unauthorised absence





Attending every day on time





Improved attendance
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Plan Mapping Across Education and Care Form- Aug 20.docx
School/Cluster Logo



		Childs name:



		Date of Birth:

		Class/Year group:



		Attendance:

		SEN code:     



		SSG:



		One page support plan/Myplan/EHCP D

ate Last Reviewed:



		Date of plan:

		Review date:





		Present:













		Services Involved: 









		What are we worried about

		What is going well

		Next Steps



		Education























		

		



		Health





















		

		



		Care



























		

		



		Additional Information





























		

		













Signature of Parent(s):    								Signature of School:
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EHC mapping_help_sheet.docx
School/Cluster Logo



		Childs name:



		Date of Birth:

		Class/Year group:



		Attendance:

		SEN code:     



		SSG:



		One page support plan/Myplan/EHCP D

ate Last Reviewed:



		Date of plan:

		Review date:





		Present:















		Services Involved: 

List all professionals currently involved with the family and young person – You may wish to invite other professional to the voluntary stage attendance meeting.







		What are we worried about

		What is going well

		Next Steps



		Education



Is the student working below Target Grade in any subject areas? How has absence impacted upon this?



Are there any learning needs?



Are there any behaviour or friendship issues? What behaviour do you see in the child that worries you? Be specific about any incidents that have taken place – how might absences have impacted upon this behaviour?



Social development issues?



Does the young person have any worries? How do they feel about School? Important to capture the child’s voice where possible as their engagement will help to ensure the success of the plan?



Does the parent have any worries? Is there anything that school can be doing differently to overcome any barriers to attendance and engagement in School? 







		



Important to highlight all positive education elements – this may also include attitudes to learning and social elements outside of the classroom.

		



Include any reasonable adjustments made by school – detailing who will be undertaking the action and over what timeframe – outcomes need to be specific.



Also include any need for assessments to be undertaken by both internal and external staff.



Important to detail next steps regarding parental concerns evidencing that school are listening to the parent and making suitable adjustments if needed.



Ensure where possible that next steps are measurable as this will make reviewing the plan easier to assess.



		Health



Are there any medical conditions that either the young person or family member have which is impacting upon school attendance?



Are absences due to low level illness? Is the absence masking another concern?



Again, important to capture the child’s voice regarding how the child feels about health condition and the impact this is having on school attendance. 







		



Highlight how the child has overcome certain barriers to attend and engage with School. Equally if the barrier is the parent’s medical condition - what has parent done to help overcome barriers – important to acknowledge all actions no matter how small.

		



Actions from medical teams may be needed if information has not been provided by the parent – option for GP protocol to be used in order to identify if absence is justified and if school can make any reasonable adjustments.



If there are anxiety issues then possible referral to MAST or CAMHS may be suggested – or referral to Door 43 / Golddiggers or Kooth,



School also able to access Social Prescribing team.



		Care



Is there a pattern of absence occurring which may be masking a safeguarding concern?



How does the young person present in school? Behaviour and engagement in School etc.



Does the parent engage with School?



Are absences reported by the parent carer?

























		



Detail positive observations of parent and young person including conversations with home – possibly detailed from CPOMS or notes on the register.





		



Actions may range from Social Care referral to MAST depending on concerns raised. 



School may be able to offer reasonable adjustments in order to support parent – this may include giving access to breakfast club for the young person so that child can be brought to school at an earlier time. School may also be able to use strategies such as walking bus to offer support – detailed in ‘next steps’



School may be able to detail extended support network (family & friends) for parent in helping to put a plan in place



Important that parent agrees to the next steps if referrals are to be made



		Additional Information



Detail any other barriers not covered in the other three areas here







		

		













Signature of Parent(s): Important that parent agrees to next steps and has a copy of the plan for review.   Signature of School:
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Attendance contract.docx
Attendance contract for attendance – An agreement between the school and parents



Attendance Contract 



Date



		Child’s name:

		



		Child’s DOB:

		



		School/NCY:

		





		Parent’s name(s):

		





		Parents DOB:

		



		Address(es):





		



		Tel:

		











		Senior staff member with overall responsibility:





		Member of staff responsible day-to-day:





		Contact number for the school to inform if the child is too unwell to attend:





		Linked Inclusion and Attendance Officer:









It is important that we work together to improve your child’s school attendance to give them the opportunity to attain and progress. We are going to work together to ensure the above-named child improves their attendance at school with immediate effect. 



Your child’s current attendance is 



This means they have missed          sessions/days so far this year.



So far       of these absences have been authorised by us.



So far        of these absences have been unauthorised by us.



This means they have missed         lessons so far this year.



Your child has been late to school on         occasions.



This equates to them missing     minutes of their learning. 



The reasons you have given for these absences have been:



………………………………………………………………………………………...



…………………………………………………………………………………………



………………………………………..………………………………………………..



………………………………………………………………………………………...



…………………………………………………………………………………………



………………………………………..………………………………………………..





We have listened to your child and discussed with them the reasons for their absence. They have shared with us that:



…………………………………………………………………………………………



…………………………………………………………………………………………



…………………………………………………………………………………………



…………………………………………………………………………………………



…………………………………………………………………………………………



………………………………………………………………………………………….





		The specific targets of our plan. What we aim to do by (date):

































To achieve these targets we will: 



		

Parents agree to:

































		

School agree to:





































		[bookmark: _Hlk110243802]

Child agrees to: 





























Reviews

This contract will be reviewed regularly.



If the contract is being adhered to the school will ensure the child receives recognition of the improvement and will continue to monitor and support.



If the contract is not being adhered to the school will notify the Local Authority, where next steps will be considered including progression to attendance legal processes. 





Agreeing to the contract:



Consent by parent(s)



I/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.



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



I/we understand that if my child has any further unauthorised absences from school, next steps will be considered and actioned without further warning. This agreement may be given as part of the evidence.



Signed (Parent/s):





 	………………………………………………………………………

			

			………………………………………………………………………



 

Signed by the Child (age appropriate)





	…………………………………………………………………….



Signed (on behalf of the school/governing body/local authority) 



	 ………………………………………………………………………

	 ………………………………………………………………………
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SMART Targets

The purpose of this booklet is to give you a quick reference guide to effective, SMART target action plans. It covers what SMART Targets are and how they can be used in your Family Action Plan. 



Effective Action Plans

Use the SMART target approach within the Family Action Plan tool to effectively deliver against the family’s Outcomes. 








Examples of SMART Targets

The below are intended only as examples. Always ensure that your Actions are tailored to the needs of the family and write Actions with the family in mind: the plan needs to be meaningful for the family when you’re not there to explain it.

		What do we want to achieve?

		Laura to be in school by 9am every day by the end of term



		

		



		Family Member(s)

this action applies to

		[image: C:\Users\vo41117\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\OHM0B6VW\checkbox-unchecked[1].png]  Laura

[image: C:\Users\vo41117\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\OHM0B6VW\checkbox-unchecked[1].png]  Ch02
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		Outcome(s) to be 

achieved by this action

		       [image: C:\Users\vo41117\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\OHM0B6VW\checkbox-unchecked[1].png]    Improved school attendance

· Better behaviour at school

· Stable School placement achieved

· Appropriate EHC plan/SEND Statement 



		

		

		

		

		

		



		

		Action Start date

		

		Next Review date

		

		Action end date



		

		

		

		

		

		



		

		

		

		

		

		



		What will we do to achieve it?

		Parents to ensure that Laura has left the house by 8.20am, Worker to inform parents of their legal obligations around attendance, Parents to inform school of any absences and reasons for this



		

		



		Who will do it?

		Worker, Parents and Laura



		

		



		Type of intervention

		Support parent/carer re attendance of children/ young person



		

		



		Comments

		



		

		



		Did we achieve it?

		









		What do we want to achieve?

		Parents to have strategies in place to manage Laura’s behaviour by [date]



		

		



		Family Member(s)

this action applies to

		[image: C:\Users\vo41117\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\OHM0B6VW\checkbox-unchecked[1].png]  Laura
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		Outcome(s) to be 

achieved by this action

		       [image: C:\Users\vo41117\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\OHM0B6VW\checkbox-unchecked[1].png]    Better Parenting

· Better behaviour at home

· Improved family functioning/communication

· Child’s level of social/emotional/behavioural needs reduced



		

		

		

		

		

		



		

		Action Start date

		

		Next Review date

		

		Action end date



		

		

		

		

		

		



		

		

		

		

		

		



		What will we do to achieve it?

		Worker to complete 4 step parenting with both parents, in weekly home visits. 



		

		



		Who will do it?

		Worker, Parents 



		

		



		Type of intervention

		Non structured parenting intervention – to develop parenting skills/boundaries/routines



		

		



		Comments

		



		

		



		Did we achieve it?

		







		What do we want to achieve?

		Laura to have developed strategies to regulate emotions more appropriately by [date]



		

		



		Family Member(s)

this action applies to
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		Outcome(s) to be 

achieved by this action

		       [image: C:\Users\vo41117\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\OHM0B6VW\checkbox-unchecked[1].png]    Better Parenting

· Better behaviour at home

· Improved family functioning/communication

· Child’s level of social/emotional/behavioural needs reduced



		

		

		

		

		

		



		

		Action Start date

		

		Next Review date

		

		Action end date



		

		

		

		

		

		



		

		

		

		

		

		



		What will we do to achieve it?

		Child to attend 4 x 1:1 sessions fortnightly around emotional regulation with worker



		

		



		Who will do it?

		Worker, child



		

		



		Type of intervention

		Behaviour management/modification/anger management for children and young people



		

		



		Comments

		



		

		



		Did we achieve it?

		











		What do we want to achieve?

		Parent to access support to reduce the impact of anxiety by [date]



		

		



		Family Member(s)

this action applies to
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		Outcome(s) to be 

achieved by this action

		       [image: C:\Users\vo41117\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\OHM0B6VW\checkbox-unchecked[1].png]    Access Universal Services

· Improved adult mental well being

· Improved maternal health, particularly maternal self-esteem





		

		

		

		

		

		



		

		Action Start date

		

		Next Review date

		

		Action end date



		

		

		

		

		

		



		

		

		

		

		

		



		What will we do to achieve it?

		Worker to support parent to book a GP appointment. Parent to attend the GP appointment and discuss anxiety.



		

		



		Who will do it?

		Worker, Parent, GP



		

		



		Type of intervention

		Access universal services/community resources



		

		



		Comments

		



		

		



		Did we achieve it?

		





s examples. Always ensure that your Actions are tailored to the needs of the family and write Actions with the family in mind: the plan needs to be meaningful r the family when you’re not there to explain it.





Steps to Success

Writing truly SMART targets can really help a family achieve their overall goals. Taking steps towards these overall goals helps embed change, making regression less likely and encouraging sustainable success.

For example:  Child’s attendance is 50% (mornings only), overall goal is to improve child’s attendance to 95%+
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Goal Setting

The key to significant and sustained success is setting the scene from the outset: promoting independence; setting meaningful; relevant actions; not us ‘doing to’ the family but us supporting them to make the changes that they want.  

Ask from the outset and throughout the intervention:

1. What is your family’s shared vision?

1. What would you like to change?

1. What will change look like for you?

1. What are your strengths?

1. How can I help you to become independent / self-reliant?



It’s about a collaborative approach that empowers the family from the outset.



Assess

Based on a whole family assessment. Use Action Plan "Issues"





Plan

"Issues" populate Outcomes, supporting SMART, outcome-focussed planning





Do

"Actions" helps focus your activity back to your Plan and Outcomes





Review

Come back to your "Issues" and "Actions" often to track and record progress, use the TAF 







...for lunch 3 days a week





...3 full days per week





...4 full days and lunch on friday 





...improve attendance to 95%+





believe they can do it





be motivated to make the change





realise the need for change







Specific





What is the overall aim? 





Measurable





How / what  will we measure? 





Achievable





Does it need to be broken down into smaller steps?





Do the family agree that this action is important? Are they motivated?





Very few actions should have a timescale of longer than a term / half term / 12 weeks.  If an action is not achievable in this timescale then it should be broken down into smaller, more achievable steps





Relevant





Timely





What support is needed to make it happen? Can the family make this change?





What outcomes will this action support / achieve?





Who will do what? Where will the action take place?





How will we know it has been achieved?
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SMART stands for Specific, Measurable, Attainable, Relevant and Timely. Meyer (2003) describes these as follows:

Specific – In order to be specific, an objective must spell out what is expected, why, who should be involved, where it should happen and what the requirements and constraints might be. An example of a non-specific objective might be

Mr. and Mrs. Smith to ensure Johnny attends school regularly.

This objective lacks specificity because it does not define what ‘regularly’ means and it leaves it unclear as to what the constraints might be for Mr. and Mrs. Smith in ensuring this happens. A more specific goal might be

Mr. and Mrs. Smith to take Johnny to school every day, arriving by 8.55 am – if Johnny is unable to attend school or is running late, Mr. or Mrs. Smith to contact the school office by 8.45 am on the day of the absence / lateness and inform school staff of the reason. Regular attendance is important to ensure Johnny can catch up with the work he has missed so far this year.

Setting out the objective in a more specific way makes the expectation clearer, as well as recognizing that for any parent there may be times when it is difficult to get to school on time or when the child might have a genuine need to be absent. It also includes a brief explanation as to why the objective is needed.

Measurable – Without measurable objectives, it is difficult to assess whether sufficient progress has been made.  A measurable objective should make it relatively easy to answer questions such as how much?, how many” and how will we know if it is achieved? It is not possible to measure whether Mr. and Mrs. Smith have taken Johnny to school ‘regularly’ unless we define what ‘regularly’ means. However, with a more specific example – Mr. and Mrs. Smith to take Johnny to school every day, arriving by 8.55am – we can measure:

 

· How many times has Johnny arrived at school on time?

· How many times has Johnny been late for school?

· How many times has Johnny been absent from school for the whole day?

 

We can then make the objective even more measurable by defining an acceptable minimum level of attendance. For most children, this would be around 95%. We can then define over what time period the measurement should take place. For example:

During the next half term, Mr. and Mrs. Smith to ensure Johnny attends school regularly, arriving by 8.55 am and achieving a minimum of 95% attendance.

Attainable – Objectives must be attainable. Unattainable objectives should not be included on care plans. This means that when setting objectives, parents, children and professionals need to think how can this be achieved? If Johnny’s current school attendance were around 25%, it may be unhelpful to set an attendance target of 95% immediately, at least not without setting interim targets along the way to achieving the higher figure. However, if Johnny’s attendance were currently around 80%, then setting an immediate target of 95% may well be attainable.

Relevant – The objectives of a care plan must be relevant to the overall goals.  There should be a clear and reasonable link between achieving the objectives of the plan and achieving one or more of the goals. This does not mean that if the objectives are achieved and the goals are not met, that the plan was wrong from the outset but there should be at least a reasonable expectation that meeting the objectives will help meet the goals.

For example, if the concerns about Johnny relate to neglect and the impact of neglect on his school attendance, then an objective related to this school attendance would seem relevant. However, if the concerns related domestic violence, then whilst school attendance may still be an important element of the child’s well-being, it does not relate as clearly to the cessation of domestic violence as it might to educational neglect.

Timely – Finally, objectives should include a sense of timeliness. Open-ended objectives may lead to a sense of drift. Setting a date by when the objective should be completed makes it easier to review it at a meaningful point in time, to avoid drift but also to avoid any impression that the parents are expected to achieve every objective on the care plan before the next meeting in six weeks’ time.
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Version 1 | October 2018


3 Islands
Voice of the Child …


so what difference will it make?


Name ................................  Age............
Today’s Date .........................................


Children and Young People who are non-verbal /
have complex disabilities and health needs







2







3


Guidance for Practitioners 
3 Islands  
Purpose


•	 To enable the child or young person to have a voice which is listened to and acted upon.


•	 To enable the child or young person to give their view on the support they receive.


•	 To enable the child or young person to identify what help they would like and who from.


•	 To enable a child or young person to think about what they want, what they sometimes want and 
what they do not want. 


•	 To enable the child or young person to give their views on actions for change.


•	 To enable the child or young person to review what has worked or not worked for them.


•	 To improve outcomes and evidence what difference listening to the child or young person has 
made.


Overall Guidance 


•	 This is a safeguarding tool to help the practitioner to understand the child or young person’s 
relationships with others, their wishes and desires and identify any potential risks.


•	 If using this as a safeguarding tool please ensure you are following your organisations 
safeguarding policy and guidance.


•	 For children and young people with visual impairment it may be necessary to modify the relevant 
worksheets to their preferred reading formats. For example: specific font and line spacing and 
coloured paper. The child or young person should be able to tell you their preferences, or you 
could speak to a specialist/ advisory teacher for visual impairment. 


•	 Remove all expectations on how long sections should take but be clear from the onset how 
long the session will be. Attention spans and the amount of engagement will vary widely but all 
children and young people will benefit from an understanding of how long the session will take 
overall and what will happen.


•	 It is important to plan a safe space for children and young people to participate in this work and 
consider their level of development, preferred method of communication and functioning.


•	 The practitioner supporting the child or young person must be knowledgeable about their 
special educational needs and the possible effects this might have on their understanding and 
interpretation of the exercise.


•	 You are free of course to use this tool flexibly to meet the needs of the individual child or young 
person for example using a large piece of paper and coloured pens, photographs, toys.


•	 This tool can be used to explore the child or young person’s relationship with people, animals, 
places or objects (for example: toy, comfort blanket). If you already know the child or young 
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person you can explore whether any changes have happened with people, animals, places or 
objects.


•	 Practitioners should capture the child or young person’s voice through their direct work with 
them, observations, one to one discussions with parents/carers, key workers and anyone that 
knows the child or young person best.


•	 Children and young people with Autism may struggle with the concept of friends, some 
discussion may be needed to identify the people who are important to them.


•	 It might not be appropriate to use the 3 islands analogy with children and young people with 
Autism who might interpret the activity literally. 


•	 For children and young people with visual impairment it may not be appropriate to use the visual 
resources at all. Speak to a VI specialist teacher for advice.


•	 If you already have concerns as a practitioner for example: domestic violence you can use this 
tool to explore the child or young person’s views or concerns, please check this is appropriate 
with your safeguarding lead.


Action Plan and Review


•	 The child or young person [with the support of the practitioner] should complete the action plan 
to identify the support they feel they may need. Practitioners should ensure their words are 
recorded and work progresses at a pace suitable to each individual child or young person and 
set a date to review progress.


•	 The child or young person with the support of the practitioner should complete the review form 
recording the child or young person’s words.


•	 The action plan and review should be used in line with other plan processes as appropriate, for 
example Team Around the Family [TAF], Children in Need [CIN] Reviews and Child Protection 
Reviews. This tool should contribute to the overall plan for the child or young person.


Outcomes


•	 The three islands technique helps gain an insight into a child’s life without having to rely on 
question and answer interviews, which can be intimidating for some children. 


References
Developed by Kate Iwi, young people’s services officer at charity RESPECT, UK. 
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Guidance


What resources do I need?


•	 Worksheet 1 – 3 islands or Worksheet 2, 3, 4, 5,6


•	 Conversation summary


•	 Appendix D – Communicate in Print Images


•	 Action Plan and Review


•	 Photos/Pictures/Symbols


•	 Pens, crayons, paint


•	 Paper


•	 Toys, objects of refence, puppets


What I do?


If you use worksheet one:


•	 Before starting the activity, ensure you have all the communication tools needed to give the child 
or young person their voice.


•	 Allow the child or young person time to choose from a rage of objects/pictures/toys. Be aware 
that if you need to give the child a unlimited choice due to their needs you may mislead the 
outcome.


•	 The green island is where the child or young person wants to be and they can put anything and 
anyone they would like on their island with them.


•	 The orange island with the bridge to the green island is the place where the child or young 
person would like to be sometimes and can move across by the bridge. It also could be a place 
for visitors who can come over the bridge to their green island or it could be to have objects that 
they could have sometimes. 


•	 The red island with the shark next to it is a place where the child or young person can put 
people, places and objects that they do not want to be part of their lives.


•	 A discussion needs to take place with the child or young person to explore the reasons for their 
choices and decisions. If the child or young person is not cognitively able then the discussion 
needs to take place with parent/carer or key worker who knows them best.


•	 Please use 'I wonder questions...' to help explore the child or young person's views for example: 
I wonder what made you put your dad on the green island.


•	 The child or young person should fill out the conversation summary sheet (the practitioner can 
support the child or young person but it is important that you write exactly what they say). If you 
discuss this with a parent/carer or key worker it should be recorded that it is their view and not 
that of the child or young person.


*Important to note


•	 Avoid interpreting what is drawn or shown to too literally. For example, if they draw a picture of 
a man and a woman fighting, this would not necessarily mean they have experienced domestic 
abuse. Drawings/modelling are a way for the child or young person to express an emotional 
state or process something they have seen or experienced.
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•	 Avoid questioning where the child places things. For example, you can ask why they have 
put their mother on the second island but you should not say: “Oh, but  I would have thought 
mummy should be on island one?” The child may end up trying to please you [or displease you].


•	 There may also be immediate reasons why a child has put something on either the second or 
third island – for example, they may put their pet cat on island two because the cat scratched 
them earlier in the day.
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Conversation/
Observation Summary 


Date  ................................


Island of what you want
(anything you want)


Island of what you sometimes want
(anything you sometimes want… but not all the time)


Island of what you do not want
(anything you want to be far away from you and never see again)
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Appendix D 
Communicate in 


Print Images 
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Instructions:



Each slide will show a card for example 









Decide if that card is ‘a lot like you’, ‘a bit like you’ or ‘not at all like you’.



Move the card into the right box.



Complete all the cards.

 

Save on your computer and send back to ___________@sheffield.gov.uk







































































Instructions:



Each slide will show a card which describes something that may or may not help you in school for example 













Decide if that card is ‘really helpful’, ‘a bit helpful’ or ‘not helpful at all’.



Move the card into the right box.



Complete all the cards.

 

Save on your computer and send back to sarah.lakeman@sheffield.gov.uk



































































































































Instructions:



Each slide will show a ‘strength’ card for example 









Decide if that card is ‘a lot like you’, ‘a bit like you’ or ‘not at all like you’.



Move the card into the right box.



Complete all the cards.

 

Save on your computer and send back to sarah.lakeman@sheffield.gov.uk
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Pupil voice activity ideas



Scaling

Thermometer

[image: ][image: ][image: ]Using an anxiety thermometer or scale can help the young person to start to make links between their emotions and environmental/contextual triggers. Consider the physical environment (toilets, hall, corridors, changing rooms, outside), times of day (arrival, home time, break and dinner times) and specific lessons and activities (reading aloud, group work, writing, tests). Using a map of the school building can be helpful when exploring the impact of the physical environment on their anxiety.                                                              







5 point scale

[image: ]The 5 point scale already used in many schools can be used as a way of supporting CYP to understand and manage overwhelming feelings. It can be used with CYP of all ages and begins with an exploration of emotions. CYP can then use the scale to describe how they are feeling, and what these feelings may look or sound like; they can explore situations that may make them feel a certain way and move to describing how to reduce overwhelming or difficult emotions. The scales that the CYP makes can be used as a communication tool for example, making into a keyring or using different coloured cards or bracelets to let adults know that they feel a certain way.

There are free downloadable resources available at https://www.5pointscale.com/ 







School well-being cards

The School Wellbeing Cards have been designed to provide a platform for discussion, in which invaluable insight into how the young person views and makes sense of their experience of school can be sought and places the child’s voice at the centre of any planning.[image: A picture containing text, businesscard, envelope

Description automatically generated]

https://www.schoolwellbeingcards.co.uk/ 






Children’s exploratory drawings

The Children’s Exploratory Drawings are a set of simple drawings of common school scenes which can be used for exploring how a young person thinks about their life at school, themselves as a member of the school community and the other members of that community through careful and well-timed questioning, conversation, and storytelling. There is a range of pictures to choose from and the CEDs can be used with a wide range of ages and development stages. Explore the website for more information and other useful documents.

http://theceds.co.uk/ 

[image: Qr code

Description automatically generated]







Ideal Classroom/School

[image: ]This tool developed by Williams and Hanke (2007) can be used to gain an insight into which features of the school (people, environment, lessons etc.) young people would like to change and why. This activity can be undertaken using Lego, play equipment and/or drawing. There is a tutorial video for the Ideal self here https://www.drawingtheidealself.co.uk/  alongside a manual with instructions and questions. Guidance and a script for using the Ideal School with a CYP can be found in Appendix 5b.
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REQUEST FOR ATTENDANCE LEGAL PROCEEDINGS 



PLEASE ENSURE ALL SECTIONS ARE COMPLETE WITH THE INFORMATION REQUESTED PRIOR TO SUBMISSION AS INCOMPLETE FORMS WILL NOT BE ACCEPTED

		Name of school:







Name of Pupil & DoB: 







Siblings in this or other schools: 

(name, dob, name of school)





Current address:





		Name of Parents/Carers 1: (please ensure school have correct details for all parent/carers)





Parent/Carer 1 Address & DoB:



_________________________________

Name of Parent/carer 2:





Parent/carer 2 Address & DoB:





If the parents live at different addresses, please include the addresses in this section so that we can ensure the correct address on our systems.



		 



		Paperwork to be submitted with this form:

(Documents to be attached if N/A rationale is required)



1. ALP Checklist (pg 2)

2. Head teacher’s Certificate covering the period of complaint only

3. Case Summary or Witness Statement formatted as a chronology covering the period of complaint (if directed by AISW)

4. Evidence of the Attendance Response being followed to include:

· Mapping document

· Child voice

· Adult voice

· Internal meeting minutes/discussion

· Meetings offered

· Any Plan

· Any correspondence sent to parent/carer

· An up-to-date attendance register (with comments)











		Name of staff member completing this form:



Signature:



Date:	



		





































ALP CHECKLIST





		School to have referred to the Ideas for challenging and improving attendance Checklist and completed the identified actions relevant to the situation



		Child to be discussed at whole school inclusion meeting this may include wider school staff, safeguarding, SEN, Pastoral, Attendance, and any other relevant staff to ensure any barriers are discussed at a whole school level regarding attendance, well-being, behaviour and learning



		School to ensure they have spoken to all services involved with the child or young person and the action to speak to AISW has been agreed at multi-agency meeting 



		Schools to establish any siblings and liaise with those schools



		Mapping across education, health, and care to identify need and barriers



		A plan that demonstrates APDR with SMART targets (see attached doc)



		Parents to be given the opportunity to attend at least two meetings within the APDR process



		Any meetings recorded and parents provided with a copy whether they are present or not setting out expectations/plan





		Where appropriate ensure evidence of the impact irregular attendance has on child’s learning is discussed with parent/carer



		Schools to formalise support by way of a parenting contract, if not appropriate school must provide their rationale



		Parent voice captured and recorded



		Child voice captured and recorded



		School to ensure all parents/carers with day-to-day care have been informed of any attendance issues and the legal duties placed upon them to provide a full-time education



		School to ensure all parent/carer details are up to date (who is in the household? Do both parents have parental responsibility/day to day care and responsibility for education? If so, on which days?)



		School to demonstrate how they have considered where the family live in relation to school and show what support has been offered if this is a barrier







	

PLEASE CHECK THAT ALL SECTIONS HAVE BEEN COMPLETED PRIOR TO SUBMITTING TO THE LOCAL AUTHORITY
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SHEFFIELD LOCAL AUTHORITY



LEAVE IN TERM TIME GUIDANCE



AUGUST 2024



This guidance may be reviewed earlier than August 2025 in light                            of expected changes to Children Missing from Education processes.                       Changes expected are in relation to joint enquiries, intent to remove,                         and notification of removal. 





























    Introduction



1.1	This policy document has been developed to ensure that Sheffield City Council provides a clear statement of intent, expectation and consistent guidance in relation to the management of ALL term time leave of pupils who attend a school in Sheffield.  It has been produced to ensure all decisions are within the national legislation.

	Legally there is no entitlement for parents to take their child out of school during term time. 

1.2 	Parents can be fined for taking their children out of state funded school during term time without agreement from the school. There is no right of appeal to the fine being issued.

1.3 	This policy also responds to the updated guidance issued from Department for Education (DfE) which states: -

	Term time leave

	 Education (Pupil Registration) (England) Regulations 2006 

Amendments to the 2006 regulations remove references to family holiday and 	extended leave as well as the statutory threshold of ten school days. The amendments make clear that headteachers may not grant any leave of absence during term time unless there are exceptional circumstances. Headteachers should determine the number of school days a child can be away from school if the leave is granted.

1.4       The Policy includes several guidance documents and templates to be used                            alongside this policy, to support schools in managing Leave in Term Time and Children Missing from Education.  



2. 	Rationale



2.1 This guidance is provided for parents/carers, schools, and governing bodies, on the process affecting notifications for, and considering the authorisation of exceptional term time leave. 



2.2 This guidance is provided for schools to manage and respond to situations where leave is not authorised or agreed and the procedures for the removal from school roll.  This would include parents/carers who prevent their child from attending school regularly without a valid reason for the absence.  Examples include parents/carers who regularly take the extended weekend (Monday or Friday), take advantage of last-minute deals, or repeated visits abroad. 



2.3 There may be exceptional circumstances where leave in school term time may be granted.  This would be decided by the headteacher on an individual basis for each notification. There is strong evidence from research to indicate that significant absence from school during term time can have a negative impact upon a child’s attainment and learning.



2.4 All state funded schools must consider whether a penalty notice is appropriate in each individual case where one of their pupils reaches the national threshold for considering a penalty notice. Schools should not have a blanket position of issuing or not issuing penalty notices and should make judgements on each individual case to ensure fairness and consistency across the country.



3. 	Term time leave 



	Sheffield Local Authority recognises the important link between regular attendance at school and the educational attainment of children.  



3.1 Action may be taken by Sheffield Local Authority against parents/carers who fail to ensure their child’s regular attendance as irregular attendance could affect their child’s level of attainment. The action may result in a Penalty Notice fine, or a court summons being issued.  



3.2 Parents and carers who regularly take their child out of school in term time may be prosecuted via the magistrates’ court.  



3.3 Parents/carers are required to notify school of their intention to take leave in term time from the school at which their child is registered. If parents/carers do not submit a request for term time leave notification, school should ensure a letter (Appendix 9) is sent to the parent/carer to advise that the absence is not authorised, unless they are able to provide school with an appropriate reason for their child’s absence.

 

3.4 Headteachers must operate a fair process when considering parent/carer reasons for exceptional leave in term time. Holidays, leisure or recreational activities should not be considered as exceptional circumstances. All requests for exceptional leave in term time must be considered on its merits as it is the headteacher whom makes these decisions. If leave is unauthorised a Penalty Notice must be sought. The impact upon the child’s learning and well-being must be central to the decision made. The Headteacher may consider previous leave requests and other factors related to the child when making their decision. 



3.5	Parents/carers who do not notify school of term time leave and take their child on ‘unauthorised leave’ or fail to keep the school informed of changes to leave arrangements, may receive a fine, be prosecuted and/or the children may lose their place at their school.   



4. 		Notifications of term time leave in exceptional circumstances



4.1 Notifications for exceptional leave in term time or for a holiday should, where possible, be made prior to booking any leave, however, should be at least 20 school days in advance of any arrangement being made.  This will allow sufficient time for the notification to be considered by the school.  If no notification is submitted the head teacher is unable to authorise the leave retrospectively. The notification should be made in writing (letter or email) by the parent/carer using Appendix 1: Notification for Leave in term time or holiday form.  One form per family per notification should be completed, unless siblings attend a different school, parents should inform each school. 



4.2 Schools should plan to support parents/carers who have low literacy skills or for whom English is not their first language. 



4.3 Term time leave notifications should include specific start and end dates, as this will formally constitute the leave period.  



4.4	Parents/carers who are intending to travel abroad with their children during term time should not book travel prior to securing approval from the school.  



4.5	Any changes to dates agreed by the school will require a re-submission for 	authorisation prior to departure. 



4.6	Parents/carers should ensure they have read schools term time leave policy.



4.7        The headteacher’s decision is final. 







5. 	Family Emergency - where school have not been notified of leave 



5.1	There will be some occasions where it has not been possible for the parent/carer to notify school of exceptional term time leave. 

Whilst emergency situations are often difficult, parents/carers are still required to contact the school at the earliest possible opportunity to inform of the absence and reasons for this. 



5.2	Parents/carers taking their children out of school due to a family emergency are encouraged to consider: 



· That they have considered the impact and appropriateness for their child

· Whether or not alternative care arrangements could be made for the child to remain in school, e.g. stay with an extended family member

· That they have looked at limiting the amount of time absent from school

· If term time leave is for an extended period, parents/carer should consider admission at another local school whilst on term time leave



5.3	Where parents/carers have not notified school of leave, the child is at risk of losing their place at the current school in accordance with Section 8(h)[footnoteRef:1] .  Parents may also receive a penalty fine. [1:  The Education (Pupil Registration) (England) Regulations (2006)] 




6. 	Considering the exceptional term time leave notification 





6.1	The school will consider all notifications for term time leave/holiday’s in accordance with the current legislation and this guidance.  



6.2	It is good practice for schools to meet or converse with parents/carers (wherever possible) to discuss any exceptional circumstances raised prior to making the decision.



The school will need to consider each notification for exceptional leave in term time on its own merits and whether there are exceptional circumstances for authorising the absence.  Holidays, leisure or recreational activities should not be considered an exceptional circumstance.











7. 	The decision and informing the parent/carer by the school



7.1	The school will reach a decision and may inform parents of the outcome in accordance with their own school policy. If parents are not informed of the outcome, they should assume it has not been authorised.



7.2	Schools must ensure that appropriate arrangements are made to communicate the decision to families who have low levels of literacy or where English is not the first language. 



A decision may result in the term time leave notification being (a) Authorised[footnoteRef:2], (b) Unauthorised[footnoteRef:3] or (c) part Authorised and Unauthorised.  For example, Mr X has requested 3 weeks term time leave for his child. The school acknowledges that the reason given is important but feels that 3 weeks is excessive and authorise 1 week’s leave, with the remaining 2 weeks being unauthorised.   [2:  Authorised- where the school has agreed that the leave is granted]  [3:  Unauthorised- where the school does not agree that the leave request should be granted] 






8. 	Unauthorised leave Penalty Notice Fine



8.1	If parents/carers choose to take their children out of school during term time for 5 or more consecutive school days (spanning over holiday periods, inset days or weekends would constitute consecutive school days, and this is not authorised by the School, the School are expected to request the Local Authority issue a Fixed Penalty Notice of £160 (if paid between 21 and 28 days) this is reduced to £80 (if paid within 21 days).  Each parent/carer can be issued with a penalty notice, for each child, one per parent per child, issued separately.  



	For example: 2 parents/carers 2 children. Each parent/carer will be issued 2 fines, one for each child. The overall cost to each parent would be £320 if paid within 28 days, reduced to £160 if paid within 21 days for a first offence. For a second offence amount would be £320 as there will be no opportunity to pay at the reduced amount.



8.2	The responsibility for requesting Penalty Notice Fines is with the school and will be issued when requested by the headteacher.



The school should provide the paperwork for pupils identified and this should include:

· Original notification for exceptional leave in term time or holiday notification (appendix 1 form)

· Exceptional leave response in line with school policy

· Appendix 9 evidence letter (if notification not received)

· Up-to-date attendance certificate – showing unauthorised absence (G code)

· BLUE headteacher’s certificate – covering holiday period



All requests (paperwork) for a Fixed Penalty notice must be emailed via anycomms and selecting Term Time Leave in the drop-down box to ensure it is sent to the correct recipient. 



Any incorrect/late paperwork will not be returned, and penalty notices will not be issued







9. 	Recording of Leave by the School



9.1	School attendance registers are legal documents and the information recorded in them 	can be used as evidence in legal proceedings.  It is therefore important that the 	information contained is accurate and the correct absence code is used.  All absences 	must be coded in accordance with Absence and Attendance Codes: Guidance for Schools 	and Local Authorities (Working Together to Improve School Attendance).  

· If the Term Time Leave is unauthorised then G code should be recorded, and a penalty notice requested.

· C code should be used if the leave is deemed to be an exceptional circumstance.

· If part of the period is granted C code should be used for those dates, and the G code for the remaining dates. 



		CODE

		Description

		Category



		C

		Other Authorised Circumstances (not covered by another code or description)

		Authorised



		G

		Family Holiday/leisure or recreation (NOT Agreed or days in excess of agreement)

		Unauthorised



		D

		Dual registration i.e. pupil attending another establishment – indicates dual registration not attendance

		Attending approved educational activity









9.2	Schools may use the code ‘D’ (dual registered) where they are able to demonstrate that a child will receive suitable education in another education establishment (in the UK or abroad) for a temporary basis.  For example, a parent is required to travel abroad due to the nature of their work and they get their child registered at another school for the duration of their visit.  The main school is required to ensure that it accurately monitors and records the attendance of the child at the dual registered base.  



9.3	Mobile Child: Where the pupil is a mobile child, and their parent(s) is travelling in the course of their trade or business and the pupil is travelling with them a T code should be used in the register.





10. 	Process for removing a child’s details from the school roll if they do not return following a period of Term Time Leave



10.1	A child’s name can only be removed from school roll if one of the conditions prescribed in the Education (Pupil Registration Regulations) (England) 2006; Section 8(1) is satisfied.  



10.2	Section 8(1)(f)[footnoteRef:4] would apply if the child has failed to attend school within 10 school days immediately following the expiry of the period for which leave was granted (‘authorised absence’).  Section 8(1)(h)[footnoteRef:5] would apply if the child had been continuously absent from school for a period not less than 20 school days and at no time was that period authorised by the school (unauthorised absence).  [4:  The Education (Pupil Registration) (England) Regulations 2006, Regulation 8(1)(f)]  [5:  The Education (Pupil Registration) (England) Regulations 2006, Regulation 8(1)(h)] 








10.3	In addition to the above 8(1) f/h, the school and the Local Authority must also demonstrate that they have satisfied the following two conditions:



· That the headteacher does not have reasonable grounds to believe that the child is unable to attend the school by reason of sickness or any unavoidable cause[footnoteRef:6]; and [6:  Unavoidable is defined as ‘something beyond the control of the individual’. Not being able to get return tickets to the UK because of poor planning would not normally be considered unavoidable.  ] 


· That both the headteacher and the Local Authority have failed, after reasonable enquiry, to ascertain where the pupil is[footnoteRef:7].  [7:  In order to ‘ascertain where the pupil is’ a school must be able to confirm an exact address (e.g. house number or name, street, area, and country).   Simply being told that the child is ‘still in America’ would not count as ascertaining where the pupil is.] 




10.4	Schools must make joint enquiries with the Local Authority to establish if there are any other reasons for the absence (including school refusal, education neglect or school avoidance) when the child continues to reside at the same address but is not attending. This will include requests to CME team to complete joint enquiries. 



10.5	If no other reasons for absence are established following the joint enquiries and the whereabouts of the child remain unknown, the Local Authority will agree to the school removing the child from roll after 20 school days. 



10.6	The responsibility for the child transfers from the school to the Local Authority following de-registration where further safeguarding checks will be carried out including liaison with social care, HMRC, housing and benefits. 



10.7	Legal action can still be pursued against a parent/carer following deregistration from a school.  This is because the period of complaint would be taken from the time the child was on roll at the school.





11. 	Sheffield Local Authority and Schools process for dealing with unauthorised absence



11.1	When a headteacher does not authorise a leave request on legitimate grounds, it sends a clear message to the parent/carer that the school does not agree with the reasons provided by the parent/carer for the request for exceptional leave in term time or a holiday. If the parent/carer still takes their child on leave in school term time the following may apply:



· Issuing a Fixed Penalty Notice

· Prosecution for the original offence of failing to secure regular school attendance  



11.2	If Parents/Carers are found guilty of an offence, when prosecuted by magistrate’s court, they can be sentenced to a fine, or a community penalty.

















12. 	Communicating the policy to Parents/Carers



12.1	 Term time leave policy should be communicated to parents/carers regularly.  It is      considered good practice for schools to:



· Refer to the policy in the school’s attendance and behaviour policy.

· Promote the policy on the attendance board and in the school newsletter.

· Provide a leaflet on leave during term time for parents/carers of key points.  The leaflet may be translated into community languages where possible.

· Promote the policy at parents' evening and school events for new starters.

· Make reference to the policy in home/school agreements.







13. 	Return to the UK, where a child does not have a school place



13.1	If a child and their family return to the UK the parent/carer will need to re-apply for a 	school place.  Parents/carers requiring a school place must contact the Children Missing 	Education (CME) team on 0114 273 6462.



13.2	The CME team can provide support to parents/carers to secure school places and other forms of education provision. 

		Name of Pupils at this school: 





Sibling in other schools: 

(name, dob, name of school)







Current address:







		(please ensure school have correct details for all parents/carers)                 Name of Parent/Carer 1: 



D.o.b:



Name of Parent/Carer 2:



D.o.b:





Address of parent 2 if different to that on the left:





		Dates of leave:    From                                   To              





		What is the notification for?



Exceptional leave during term time:    yes/no 

(if yes please attach additional information/evidence to support your circumstances)



Holiday in term time:  yes /no





		Where will you be staying/visiting during the leave period?  

If staying with friends/relatives, please provide the full address and Emergency Contact Details (UK and Abroad). If taking a holiday, please provide the region and country of travel.



UK:


Abroad: 



		· I confirm that the information on this form is true

· I agree to keep the school informed of any changes to my travel arrangements or if my child is unable to return to school on to due date

· I am aware that if my child does not return to school by the date provided that he/she is at risk of losing their place at this school

· I am aware that I will be fined and/or prosecuted for any time which my child is absent from school that has not been authorised by the headteacher. 



		Signed by parent/carer:





		Print name & relationship to child:

		Date:



		For school use only

		Date request received           /           /        



		Has the notification been considered by the headteacher? Y/N

Has the notification been discussed with the parent/carer?  Y/N  Date: …………….



No of days Authorised ………  No of days Unauthorised ………….



Date of decision letter sent to parent/carer (only if leave is to be granted):



		Is	If unauthorised leave is taken this case complies with Penalty Notice criteria, please forward to Attendance Legal Team via Anycomm’s along with HTC, Pupil/student attendance register.



		Name of school:





		Headteacher’s signature:





		Date:





Appendix 1

Notification of Term Time Leave (one form per family)

Before completing this form, please ensure you have understood school’s policy for term time leave


Appendix 2

School Decision Letter (template)

SCHOOL NAME:



Date: 



Name:

Address: 



Reference:

To the Parent/Carer of  ………………………….



On the  …………. (date) you requested that the school consider exceptional leave in term time/holiday in term time for your child(ren) ……………….. (name, DOB).  You said that you wanted to go to …………………………… (place) for …………………………………………………………… (reason).  You said that you would be away from school from ……………….. (date)  to ……………………..(date).  This equates to …… school days



The Head teacher has considered your request and has reached the following decision:

· School days will be agreed by the school 

· School days will not be agreed by the school 

 

The reasons for the headteacher’s decision are given below. 

		











We expect your child to return to school on …………………………. (date).  If your child is unable to return on this date please let us know, as failure to do so may result in your child losing their place at this school.  This will mean you will have to re-apply for a place at this school.  You may also risk being fined or prosecuted by Sheffield City Council if your child is absent from school without the headteacher’s permission. 

 

Signed on behalf of the School:  ……………………………………  

Printed Name:  ………………………………………………………..





Appendix 3



School letter to parent, informing parent/carer of possible risk of losing school place (template)



NAME OF SCHOOL:



Date: 



Name:

Address: 



Reference:



To the Parent/Carer of  ………………………….



Your child was due to return to school on ………………..(date).  We have made enquiries and have been unable to confirm that your child is absent because of sickness or any other unavoidable circumstances. 



As we are unable to confirm where your child is or a return date, I am writing to let you know that I will be requesting that your child is removed from the school roll.  I will be informing the Children Missing from Education Team who may make enquiries with the Police, Social Care and Child Benefits. 



It is important that you contact ………………………………. (name) the School (telephone number) as soon as you receive this letter. I will continue to make enquiries to find out where your child is. 



Yours sincerely





Headteacher

Cc: CME Team, Floor 5, Howden House, Sheffield City Council




Appendix 4

School letter to parent informing them of loss of school place (template)





NAME OF SCHOOL:



Date: 



Name:

Address: 



Reference:



To the Parent/Carer of  ………………………….



I am writing to let you know that ………………… (child’s name) has been removed from the register of this school on ………………… (date).  If you would like your child to attend this school you will have to re-apply for a place.  



Please contact the Children Missing Education (CME) team on 0114 273 6462, who will be able to help you find a school place. 



Yours sincerely











Headteacher



Cc: CME Team, Floor 5, Howden House, Sheffield City Council 
Appendix 5

School Checklist to Locate Missing/Lost Pupils



Please complete fully and include ‘no response’ where appropriate, as this form will be required if a Child Protection investigation is undertaken

Name of Child:				        DOB:  		   

School: 

		School Action

		Details 

		Outcome including date completed



		Telephone calls made to parent/carers 



		Mobile:



Landline:

		



		Telephone calls to   emergency contact numbers 

		Name & telephone number:

		



		Email to parent 





		Email address: 

		



		Letters sent to last known address 



		

		



		Enquiries made with school which siblings attend





		Sibling name & School

		



		Has the child has moved to another part of the UK and address is known, please contact CME team (0114 2736462) and request ‘safe and well visit’

		Date requested:







		Date response received:



Outcome:



		Enquiries made with agencies with known involvement 





		

		 



		Home visited completed 



(Min of 3 non-contact visits to be made). Schools may request this from their local MAST team

		

		



		Enquiry made with neighbours





		

		



		Any other enquiries undertaken





		

		







All completed checklists need to be accompanied with a ‘Request to Remove Child from School Roll’ and sent to the CME team to enable deregistration to occur

CME Team, Floor 5, Howden House, Sheffield City Council 
Appendix 6

[image: ]

Request To Remove Child From School Roll

Information provided may be shared with fellow professionals under Schedule 2 of the Data Protection Act 1998



		Details of Pupil to be removed?



		First name

		

		Surname

		



		Date of birth

		

		UPN

		



		Current Address

		

		GP name &  address

		



		Brief description of why you feel this child should be removed?







Do you have any concerns or worries about this child’s safety or believe this child is at risk of significant or immediate harm? Please explain:







Have you informed anyone about your concerns or worries, If so who? 





Where do you think this child is now living?                                                                       





Is a current FCAF Available?   YES  /   NO                            Date of last attendance at school?   



		Who else is involved with the child or family? Name, Agency, contact details









		Details of Family members



		Name of siblings

		DOB

		School attending



		

		

		



		Parent/carer name & DOB



		





		Details of Emergency contacts

		











I believe that the child is missing and cannot be found after making reasonable enquires. I am therefore requesting that the child, ( insert name) is removed from the school roll. 



Signed school:                                                                                             Date:



Return the above to: Children Missing from Education Team, Floor 5, Howden House, Sheffield City Council Tel: 0114 273 6462. You will receive a confirmation letter relating to the request of deregistration within 10 school days

Appendix 7

New Request Form 

[image: sheffield_logo] Exceptional Leave/Holiday in Term Time

Request for issue of a Penalty Notice

Inclusion & Attendance Service, Education & Skills

Submit Via Anycomms

             

		Name of Child:

		Date of Birth:





		Address:



Postcode:

		Siblings (School/DoB):





	

Name of each person who has day to day care of the child and you would like to request a Fixed Penalty Notice to be issued (ensure correct details are provided)

NB: these will be the individuals who will receive a fine (if separated request on who is taking child)

		First Name

		Surname

		Relationship

 to Child

		Date of Birth

		Address if different from above



		

		

		

		

		



		

		

		

		

		







		School Name:



		School Address and contact number:









		Referrer Name:



		



		Name of Headteacher:



		



		Date: 

		







		Any comments in addition to appendix 9 letter:



Week Beginning to week ending of Leave             Date From:		Date To:

(Note: 10 sessions per week)







Please ensure the following relevant documents are attached otherwise requests will be rejected:

· Headteacher’s Certificate 			                          ☐

· Pupil registration Certificate  					☐

· Original notification for leave (appendix 1 form)    	              ☐

· Exceptional leave response (if leave granted)          		☐

· Appendix 9 evidence letter (if notification not received)	             ☐





		Child ONE ID:





Office Use ONLY:



Appendix 8

Guidance to be shared with those completing paperwork 

 

Practice Guidance for Schools 

 Unauthorised leave of absence in term time



Why should we do it?

1. To improve attendance and attainment

2. Government guidance from September 2013

3. Shows level of importance schools place on the education they are providing. Does it matter if a child is missing for a week or two? 

4. Should provide consistent approach for families as all schools should be working to guidelines, otherwise they risk undermining colleagues in other schools and promoting discontent between families and friends. 

What school should do?

1. Constantly advertise (use school website or newsletters) that Unauthorised Leave of Absence in Term-time is not appropriate and ensure parents clearly understand what to expect if they choose to take leave. 

2. Ensure the response to ALL parents is consistent and clear

3. Ensure process and policy is in place as this could result in legal proceedings which may have serious implications for parents

4. Ensure information given to school and parent is current and correct



School process should include; 

Exceptional Leave of Absence in Term time/ Holiday in term time notification form which allows parent/carer to give details for leave, this should be completed at least 20 school days in advance, of leave being taken. Leave cannot be granted retrospectively. This form must have a paragraph which states the parent/carer maybe at risk of receiving a fine. 

Meeting/conversing with parent/carers where possible

Response to parents/carers if authorised due to exceptional circumstances as per policy

Decision to allow Exceptional Circumstances should only be made by the headteacher, most notifications for Leave of Absence in term time should be forwarded via anycomms Attendance Legal Team for a Penalty Fine.





Before sending to Inclusion and Attendance, check… 

1. Pupil is statutory school age (term after 5th birthday) – a child reaches compulsory school age on or after their fifth birthday. If they turn 5 between 1st January and 31st March they are of compulsory school age on 31st March; if they turn 5 between 1st April and 31st August they are of compulsory school age on 31st August. If they turn 5 between 1st September and 31st December, then they are of compulsory school age on 31st December. 

A child continues to be of compulsory school age until the last Friday of June in the school year that they reach sixteen.

2. Check if period of leave is 5 or more consecutive school days. If taken either side of a weekend of holiday it would be added together. 

3. Check paperwork is complete and correct

4. Ensure you are clear on who you are requesting fines to be issued to

5. Check parent/carer details are correct



Paperwork for Inclusion and Attendance Team should include: 



A- Completed term time leave Penalty Notice Request. 

Please complete only one form per family, include all children in the family.

Ensure the details are correct and up-to-date. It must include the full names of persons to be fined. 

Highlight which items of documentation are being submitted with the request



B- School Notification Form (where leave requested) 

This document should be the one provided by the Local Authority for consistency across the city. Requests for penalty notices will only be processed if submitted on this form.

Please ensure details on the form are correct and complete with names of any siblings at other school and full names and Date of Birth (if school have this) of parent/carers to be fined (Mr and Mrs Brown is not acceptable) 

Check if parents are both living at the address you have on your system. Where parents are separated or divorced it is advisable to fine the parent who is taking or allowing the child to be taken away.

Where there are two parents in the family living at the same address, both should be fined.

Where a parent has a partner who lives with the family and has taken time away with them, they should be fined as they are accepting day-to-day care.



C- Schools’ Response to Parents Request.

See Sheffield City Council’s codes of conduct for issuing Fixed Penalty Notices 7.2 School should state in their policy how they will respond to parents. The Local Authority suggest that within a school’s policy it states that parents will only receive a response if the leave is granted.



D- Pupil Registration Certificate

This must show that on the dates of the requested leave the pupil was coded with a ‘G’ in the register. Where leave was not requested but school can evidence that unauthorised leave was taken ‘G’ should be entered into the register and the supporting evidence provided with the request for a Penalty Fine 

Where a pupil is returning to school mid-week please ensure you complete the full week attendance before printing the registration certificate, you must show the pupil has returned. 

Please send a registration certificate with the pupil address on as this allows for further checks to be made before issue of the penalty fine. 



Advice: when the registration certificate is printed off if you highlight the weeks for leave taken this will help when completing the headteacher’s certificate. 



E- Headteacher’s certificate 

This is a Legal Document which is presented in court should the fine remain unpaid.

Care should be taken when completing the certificate

The certificate should be printed on pale blue paper to aid identification

The certificate can only be signed by the headteacher of the school 

The certificate should show the attendance of the pupil for the complete weeks, (week beginning (Monday) to week ending (Friday) in which the leave was taken. e.g. between the dates 06.10.14 – 17.10.14 if leave begins on Wednesday 9th Oct and ends on the following Wed 15th Oct, two weeks should have been affected, the certificate should show this. 



Please note: 1 day = 2 sessions 1 week = 10 sessions

		Week

beginning



		06.10.14

		13.10.14

		

		

		

		



		Attendances possible

		10

		10

		

		

		

		



		Attendances actual

		4

		4

		

		

		

		















Total attendances possible = 20

Total attendances actual = 8

Total absences 12 all are unauthorised



F- Evidence to prove leave taken (if request not received) 

This maybe a transcript of a telephone conversation with a parent signed and dated by the person who had the conversation. 

Transcript of discussion in school with a parent or pupil signed and dated by the person who had the discussion.  

Evidence of a home visit by a member of school staff, where information may have been collected

If school have reason to believe a child has been away but no request submitted or evidence gathered to confirm this is the case, school should use the template letter (appendix 9) provided by the Local Authority which gives parents chance to provide evidence of absence



Advice: if a parent refuses to pay a fine and is taken to court, the onus is on the parent to prove where the child was and why there were unable to attend school. 



Time limits affecting the process

All requests for ‘Leave in Term Time – Request for issue of a Penalty Notice’ should be sent via anycomms to Attendance Legal Team within 30 days of the pupil’s return to school, with the exception of leave requested for the end of an academic year. 





Requests received outside the period will not be processed, leading to further inconsistency in the delivery across schools in the city and causing ill feelings between school and parents who have been finCommon Errors on Requests

· Address on school system not updated to central system (Data transfer not activated or working?)

· Parents’ first names missing or parents names incorrect

· Fine only requested for Mum but requests states only time dad can take. Should be requesting for both parents

· School’s information not up-to-date with status of parents

· Headteachers certificates not filled in correctly



















































Appendix 9 

Template Letter to parent (no request for leave made to school)







School’s logo



Parent name and address					

















Dear parent/carer(s) of ………





RE: Child/ren’s name



We have reason to believe that you have taken your child/ren out of school without agreement of the head teacher during the period ….. to …. 

Please could you provide evidence of the reasons for absence to school by ……, failure to do so may result in school referring the information to the Local Authority for a penalty notice to be issued for unauthorised leave in term time.
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School Attendance Order – Multi-Agency process – January 2023 


This document provides clarity on how Sheffield City Council will consider and progress School Attendance Orders (SAOs) for pupils not in receipt of a 


suitable education at school or otherwise. In general this relates to cases held by the Elective Home Education (EHE) or Children Missing Education (CME) 


teams. It includes how cohorts will be defined, how recording should be made and where decision making should take place about potential prosecution 


and escalation with consideration given to educational neglect and consultations with Sheffield Safeguarding Hub.  


Purpose and intent: To ensure access to suitable education provision at school or otherwise. 


Prior to progressing to an SAO, services should take informal action to address the reason for a child not accessing suitable provision at school or otherwise. 


This should be recorded on ONE and will be needed for potential case statement. Questions to consider prior to progression: 


• What are the barriers to the child accessing school? Have these been addressed? 


– Confidence in school 


– Behaviour needs, SEN needs 


– Reasons for poor attendance 


• Services should evidence on file the action taken to support access to suitable education at school or otherwise and engagement from family and 


consideration of educational neglect 


The following cohorts have been defined for progressing to an SAO: 


• EHE1 – Parent has provided no response – refusing contact 


• EHE2 – Parent has not engaged – advised no intent to provide significant detail or information provided is highly limited and generic (eg. We 


provide unschooling or X is self-directed in their learning with no detail provided) 


• EHE3 – Provision deemed not suitable by LA following assessment leading to disagreement with parent – information provided by parent 


• CME1 – New to city and hasn’t accepted allocated school 


• CME2 – In city but new school named following period of EOTAS provision from the LA (child with EHCP only) 


• CME3 – Former EHE case returning through SAO process 


It may not be appropriate to progress to an SAO or to prosecute for breach of an SAO. If this is the case a risk assessment needs to be considered and 


recorded on file detailing the reasons, actions to be taken and any safeguarding concerns. At this point a strategy for addressing the child’s education needs 


to be agreed which may include a consultation with Sheffield Safeguarding Hub to consider all factors/concerns including educational neglect. 







 


Referral 
process


•EHE/CME team provide clarity on category of referral - completion of tick list detailing action and reason for progression - send to Attendance legal


•EHE3 - Legal case discussion to take place to confirm decision making between EHE, legal and Attendance legal - if disagreement decision to be escalated to HoS A&I 


•All cases to be recorded as CME and parents advised from point of referral - EHE cases will remain open and actioned by EHE team, recorded as EHE/CME - letters from EHE 
will be sent to reflect this. Case to remain open to EHE case officer as contact. If CME officer needed on ONE will be allocated to CME Manager


Legal 
progression


•Attendance legal team progress letters in line with timeline - starting SAO1


•From this point, any action and changes taken by any team to be communicated to other involved teams (eg Legal, EHE and Attend legal) including recording of all letters on 
ONE and outcomes of decision making. Where additional information is provided by parents to EHE, Attendance legal team to note in any letters


•Consideration for consultation with Attendance & Inclusion Social Worker and safeguarding HUB re educational neglect


School 
placement


•Admissions team to name school based on any preference made, information held by EHE/CME and proximity to home for school with places


•Admissions team to advise school of risk around placement and offer any support needed to school


Additional 
information 


•Where parent provides additional EHE information the info will be reviewed by EHE team


•If suitable - SAO process ends. If clearly working towards suitability then EHE can pause process based on case discussion and point in timeline (not paused following SAO4)


•If not suitable then process continues and parent advised. If previously EHE1 / EHE2 then moves to cohort EHE3 and case discussion held with legal to confirm suitability to 
progress. If previously EHE3 then no case discussion required


Breach 
process


•Support statement to be written by EHE / CME team. Activity statement to be written by Attendance legal team. No longer to use SJP process


•Case discussion and direction to be provided to legal - initial information for EHE1 / EHE2 / CME1, update for EHE 3 - if disagreement decision to be escalated to HoS A&I


•Any additional info provided following start of breach, parent to be advised that process will continue whilst information is reviewed. Parent to be advised of outcome. 
Review of information to continue up to the point of hearing as required


Post 
prosecution


•If prosecution not successful, action in line with court outcome, including recording as EHE as necesary


•If prosecution successful then any EHE case is closed to EHE and opened as CME


•Case allocated to CME officer to meet and support access to school in first instance. If no engagement with school then consultation with Attendance & Inclusion Social 
Worker and safeguarding HUB re educational neglect and potential further order put in place including consideration of prosecution. 







School attendance order timeline (all days are calendar days): 


SAO1 21 day time period Formal request to evidence suitable education within 21 days  


SAO2 15 day time period Non-compliance with request to evidence suitable education – advising intent to name school in 15 days 


SAO3 14 day time period Actual school attendance order naming school – expectation to arrange admission within 2 weeks 


SAO4 Court dependent Breach letter advising that court action will be taken 


Invite to court   6 weeks minimum 


Court notice served  28 days prior to court hearing served to both parent and court 
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Summary

An Education Supervision Order is an order issued in the Family Proceedings Court under Section 36 of the Children Act 1989, requiring a parent, and their child, to follow directions made in the Order and work alongside a designated Local Authority officer from the Access and Inclusion Service, as the Supervising Officer, to improve the child’s engagement in education. A Supervision Order does not remove a parental responsibility, however, places a responsibility on the Local Authority to ‘advise, assist and befriend’ the child and by extension, the people with whom the child lives. An Education Supervision Order can be applied for alongside consideration of pursuing a case for non-attendance via the Magistrates Court under section 444 of the Education Act.



Education supervision orders usually last for 12 months, allowing time for the parent and child to engage with the plan of support offered to them. An Education Supervision Order can be extended if required. 

The Children’s Act 1989

Education supervision orders.

(1) On the application of any Local Authority the court may make an order putting the child with respect to whom the application is made under the supervision of a designated Local Authority representative.

(2) In this Act “an education supervision order” means an order under subsection (1).

[bookmark: _Toc54360899](3)A court may only make an education supervision order if it is satisfied that the child concerned is of compulsory school age and is not being properly educated.

What is an Education Supervision Order (ESO)?

An ESO is a court order that formalises the plan drawn up by the Inclusion and Attendance team in partnership with the child, parents, and school as well as other agencies if appropriate, to bring about a return to regular school attendance.



The application is heard in the family proceedings court where they have the power to grant the order.

An ESO is granted for twelve months initially but extensions can be applied for annually for up to a period of three years until the end of compulsory education. The order can be discharged earlier if the objectives have been met prior to this date.



Parents and children may wish to seek legal advice if an ESO is proposed.



A Supervising Officer is allocated to work with the family during the period of the order. In Sheffield a supervising officer would be an Inclusion & Attendance Specialist and would be referred to as the Keyworker. If parents fail to comply with reasonable directions from the Keyworker, they will be informed in writing that they may be guilty of an offence if they persistently fail.  

If the Inclusion and Attendance Team is considering an application for an ESO the situation has become very serious. Should regular school attendance not be achieved by the granting of an ESO, the matter should be referred to social care for further assessment and consideration of a parent’s ability to safeguard their child.

Why apply for an Education Supervision Order (ESO)?



When a child is not attending school regularly and the parents are not co-operating with school and Local Authority to bring around change, prosecution will be considered under Section 444 Education Act 1996. 



However, on occasion when it has been demonstrated that the parents are doing all they can to encourage their child to attend school, but the child is refusing without good reason, the Local Authority may consider application for an Education Supervision Order under Section 36 Children Act 1989. 



This would be discussed with parents and the child (in line with age and understanding) prior to the application to establish if this would bring around change. If it was felt that this may bring around change then the graduated approach would be followed with mapping across education, health, and care. 



When the Education Supervision Order is being considered, it is a duty upon the Inclusion and Attendance team to consult with the Sheffield Safeguarding Hub. 

Consultation regarding an Education Supervision Order (ESO)

An ESO is a court order, and therefore must be applied for via the family Court. Prior to application the Inclusion and Attendance Team will liaise with Sheffield Social Care, through the Safeguarding Hub. Consideration must be given of whether a child in need assessment should be completed. If the child is already open to social care under child in need and/or child protection the ESO plan will need to be considered alongside the existing plan, if agreed that an ESO will support the plan to bring about change to education.



An Attendance and Inclusion Social Worker (AISW) will prepare the case for Court, collating all available information for consideration prior to applying for the ESO, this will include the plan. The AISW will also oversee the supervising officer throughout the duration of the order including reviews.

Supervising Officer

A Supervising Officer is allocated to work with the family during the period of the order. In Sheffield a supervising officer would be an Inclusion and Attendance Specialist and would be referred to as the Keyworker. Where an ESO is in force with respect to a child, the duties of the parents under S7, 443 and 444 Education Act 1996 shall be superseded by their duty to comply with any directions in force under the ESO. If parents fail to comply with reasonable directions from the Keyworker, they will be informed in writing that they may be guilty of an offence if they persistently fail.  

Initially when an ESO is being considered the AISW would meet with parents and the child to explain what an ESO is and what we are looking to achieve. If it is then agreed that an ESO is to be applied for the keyworker would meet with the parents, child and any other professionals involved with the family to commence the mapping. Starting with the strengths for the child and family the mapping would explore the strengths, areas of concern and the next steps required. A scaling question would be asked to consider on a scale of 0-10 how likely is the child to be attending school full time and engaged in their learning. Capturing the child’s voice and their own scale score is paramount at this stage to ensure the child is at the centre. Following the initial mapping activities, the keyworker would coordinate a multi-agency meeting, known as a TAF meeting, where the child’s voice is used to design a plan to engage the young person with their education, and attendance at school. 

Next step actions will always be specific, with realistic outcomes and achievable targets. Graded exposure will be considered where a child has been out of education for a longer period. Professionals, family members and the young person will know what next steps have been agreed, and who is responsible for each step.

The Keyworker will place formal expectations upon all involved in the plan to support the child/young person to improve their school attendance and engagement with education.


The order would formalise this plan - to work towards the child returning to regular school attendance. 



A key element of the Supervising Officer is to mentor the young person. Using the signs of safety approach, the child’s voice would be captured to ensure the child’s voice is paramount to all review meetings. Regular 1:1 mentoring sessions would be held with the child with an aim of meeting at the allocated school. 

[bookmark: _Hlk65845329]Failure to comply

Regular reviews between the Attendance and Inclusion Social Worker and the Supervising Officer will take place. If a parent is not complying with the order a 3-way consultation will take place with the I&A team manager and the Safeguarding Team Manager to consider the plan and how the parents are not complying with the order. If felt that there is failure to comply the safeguarding team manager may instigate a section 47 enquiry, or the case will be taken back to Court and the Judge may direct a social care assessment.

The outcome will be communicated to the supervising officer (keyworker)

The Process

Potentially appropriate cases would be identified by the Attendance and Inclusion Social Worker following discussions with school and any other professional involved with the family. Assessments would also be undertaken to ensure the case is appropriate.

The Attendance and Inclusion Social Worker would arrange to meet the parent/s and child. Where a discussion would be held around why the child is not currently accessing full time education appropriate to their age, ability, and aptitude. Mapping across Education, Health and Care would be carried out using signs of wellbeing methodology, with this mapping used as a voluntary plan drawn up to support the child’s return to full time education Next steps, including identification of support from other agencies, would be agreed, with necessary referrals made. Mediation meetings between the parent and the school / educational provider would be planned if appropriate. 

Note: During the meeting the Inclusion and Attendance Social Worker would be mindful that parental and child engagement is key. ESOs work best when families have engaged with services voluntarily but changes to education/attendance have been unsuccessful despite this, and a more formal approach through an ESO is often welcomed as parents want to make changes and feel that this approach will have more impact on the child taking responsibility. 

The next steps would be formulated into a plan for the parent/s and child, with a follow up letter sent to parents and the child detailing the agreed plan. 

If the child/young person is failing to co-operate with the plan and attendance remains a concern an application for an ESO would be considered.

The Plan would be discussed with Social Care Safeguarding Hub, with the designated Attendance and Inclusion Social Worker. Liaison with legal services would take place prior to and following an application.
If agreed an application would be made to the family court for an Education Supervision Order. The designated Attendance and Inclusion Social Worker would present the case to the family court. 

If an ESO is granted the supervising Officer would continue to support the family to meet the targets set in the plan. Regular review meetings would take place between the Supervising Officer  (Keyworker) and the designated Attendance and Inclusion Social worker. If a parent is not complying with the order a 3-way consultation will take place with the team manager (attendance legal) and the Safeguarding Team Manager to consider the plan and non-compliance with the order. If felt that there is failure to comply the safeguarding team manager may agree to instigate a section 47 enquiry, or the case may go back to Court.
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Irregular Attendance

The Local Authority has a statutory duty regarding school attendance, including the full and effective use of legal powers. 

Prosecution is the last resort, and we support schools to provide the child and family with help and assistance in accessing their education wherever we can. We expect that the child and parent voice is captured throughout the process as situations can change, as this may change the response and support offered. Our aim is to ensure that the school has exhausted all avenues of support before considering the legal route. 

Attendance and Inclusion social workers hold regular meetings with all secondary schools to consult with school-based attendance officers regarding pupils they consider may need escalation. Primary Schools can request a consultation at any time. 

If it is felt that legal enforcement is appropriate Attendance and Inclusion social worker will decide on the most appropriate course of action from the range of legal powers available to them using relevant legislation.



Single Justice Procedure (SJP)

Most cases that require progression via the Magistrates Court will be heard through the Single Justice Procedure. Prior to the SJP hearing parents are asked to provide a plea. If they do not respond or plead guilty the case will be heard within the SJP. If parents plead not guilty, or guilty but would like a hearing, a hearing within the magistrate’s court will be arranged. 

Term Time Leave Fines

Term time leave fines are issued when a child has been absent for 5 consecutive school days or more, and the Headteacher has unauthorised the absence using the absence code G. The Local Authority will issue the fine at the request of the Headteacher, therefore the Headteacher must consider any exceptional circumstances or supportive evidence prior to requesting the fine.

The Local Authority will issue a penalty notice fine to the parent/carer that school have identified on their request. 1 fine is issued to each parent/carer and therefore where there are siblings across different schools, schools are advised to liaise prior to submitting term time leave paperwork to avoid duplication. Schools are also advised to ensure they provide correct parent/carer details and addresses.

School Attendance Orders

Where a child or young person is not on a school roll, and is not receiving education otherwise, the Local Authority will consider whether a school attendance order is required to ensure the child receives the Full-Time education they are entitled to. 



Elective Home Education

Parents/carers are required to ensure their child, of statutory school age, receives a full-time education suitable to their age, ability, aptitude and any SEND needs they may have. This can be on a school roll, or the parent/carer may choose to Elective Home Educate their child or Education Otherwise. Parents/carers must notify the school in writing stating they intend to Elective Home Educate their child/ren. Parents/carers will be asked to provide a curriculum plan to the Local Authority. If this is not received, or the parents/carers notify the Local Authority they are not providing a suitable education, or where the Local Authority has other reasons to believe the child is not receiving a suitable education then a School Attendance Order may be requested. 



Education Supervision Orders

An Education Supervision Order is an order granted in the Family Proceedings Court requiring a parent, and their child, to follow directions made in the Order and work alongside a designated Local Authority officer from the Access and Inclusion Service, as the Supervising Officer, to improve the child’s engagement in education. An Education Supervision Order can be applied for alongside consideration of pursuing a case for non-attendance via the Magistrates Court under section 444 of the Education Act. Education Supervision Orders are considered by Attendance and Inclusion Social Worker when assessing cases appropriate for legal action. If this is deemed the correct course of action this process will be pursued.
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1. The purpose of this local code of conduct is to ensure that penalty notices for school absence are issued in a manner that is fair and consistent across Sheffield City Council.  The code sets out the arrangements for administering penalty notices in Sheffield and must be adhered to by anyone issuing a penalty notice for school absence in this area. The code complies with relevant regulations and the Department for Education’s national framework for penalty notices as set out in the ‘Working together to improve school attendance’ guidance.



Consultation 

2. This code has been drawn up in consultation with the headteachers, school attendance champions, academy attendance leads, governing bodies of state-funded schools and the local police force.



Legal basis 

3. Penalty notices may be issued to a parent as an alternative to prosecution for irregular school attendance under s444 of the Education Act 1996. They can only be issued in relation to pupils of compulsory school age in maintained schools, pupil referral units, academy schools, AP academies, and certain off-site places as set out in section 444A(1)(b).



4. The Education (Penalty Notices) (England) Regulations 2007 (and subsequent amendments) set out how penalty notices for school absence must be used.



5. A penalty notice can only be issued by an authorised officer: that is, an authorised local authority officer, a headteacher or a deputy or assistant head authorised by them or a police constable.



6. The national framework for penalty notices is published in statutory guidance ‘Working together to improve school attendance’. It provides further national guidance on the operation of penalty notice schemes for school absence in England. The Local Authority is responsible for the overall administration of penalty notices. The Code of Conduct ensures that the powers are applied consistently and fairly across the Local Authority area and that suitable arrangements for the administration of the scheme have been made.



7. A parent includes any person who is not a parent but who has parental responsibility for the child or who has care of the child, as set out in section 576 of the Education Act 1996. Penalty notices will usually be issued to the parent or parents with day to day responsibility for the pupil’s attendance or the parent or parents who have allowed the absence (regardless of which parent has applied for a leave of absence).  

Where parents are separated, and one parent does not have day to day care of the child during school days/hours we would encourage the parent to share this information with the school. Penalty Notices would not be issued to the parent without day to day during the period of absence if the school or Local Authority are aware this is the case.



Rationale

8. Research published by the Department for Education in May 2022 found pupils with higher attainment at KS2 and KS4 had lower levels of absence over the key stage compared to those with lower attainment.

· Pupils who did not achieve the expected standard in reading, writing and maths in 2019 had an overall absence rate of 4.7% over the key stage, compared with 3.5% among pupils who achieved the expected standard and 2.7% among those who achieved the higher standard.

· Pupils who did not achieve grade 9 to 4 in English and maths GCSEs in 2019 had an overall absence rate of 8.8% over the key stage, compared with 5.2% among pupils who achieved a grade 4 and 3.7% among pupils who achieved grade 9 to 5 in both English and maths.



9. For the most vulnerable pupils, regular attendance is also an important protective factor and often the best opportunity for needs to be identified and support provided.



10. Where difficulties arise with school attendance, professionals should take a ‘support first’ approach in line with the DfE’s ‘Working together to improve school attendance’ guidance, only resorting to legal enforcement when necessary. The aim is that the need for legal enforcement is reduced by taking a supportive approach to tackle the barriers to attendance and intervening early before absence becomes entrenched. 



11. The national framework for penalty notices is based on the principles that penalty notices should only be used in cases where: 



· support is not appropriate (e.g. a term time holiday or leave in term time) or where support has been provided and not engaged with or not worked, and

· they are the most appropriate tool to change parental behaviour and improve attendance for that particular family.



When may a penalty notice for absence be appropriate? 

12.  When the national threshold has been met: when a school becomes aware that the national threshold has been met, and all avenues of support have been exhausted and evidenced, they must consider whether a penalty notice can and should be issued or not. The national threshold has been met when a pupil has been recorded as absent for 10 sessions (usually equivalent to 5 school days) within 10 school weeks[footnoteRef:1], with one of, or a combination of the following codes: [1:  A school week means any week (Monday to Sunday) in which there is at least one school session. The 10 school-week period when the national threshold applies may span different terms or school years (e.g. 2 sessions of unauthorised absence in the Summer Term and a further 8 within the Autumn Term).] 




(a) code G (the pupil is absent without leave for the purpose of a holiday), 

(b) code N (the circumstances of the pupil’s absence have not yet been 

established), 

(c) code O (none of the other rows of Table 3 in regulation 10(3) of the School Attendance (Pupil Registration) (England) Regulations 2024 applies), and 

(d) code U (the pupil attended after the taking of the register ended but before the end of the session, where no other code applies)





13. If in an individual case the local authority (or other authorised officer) believes a penalty notice would be appropriate, they retain the discretion to issue one before the threshold is met.



14. If repeated penalty notices are being issued and they are not working to change behaviour they are unlikely to be most appropriate tool. The national framework for penalty notices sets out that a maximum of 2 penalty notices per child, per parent can be issued within a rolling 3-year period.  If the national threshold is met for a third time (or subsequent times) within 3 years, another tool should be used. Authorised officers of Sheffield City Council (Attendance and Inclusion Social Workers) will consider all alternative tools available to them at this point, including where appropriate discussion with social care.



15. For the purpose of the escalation process, previous penalty notices include those not paid (including where prosecution was taken forward if the parent pleaded or was found guilty) but not those which were withdrawn. 





Key considerations prior to the issue of a Penalty Notice for school absence

16. The following considerations will be made before issuing (or requesting that another authorised officer issues) a penalty notice to ensure consistency of approach: 



· In cases where support is not appropriate (for example, for holidays in term time/exceptional leave in term time/excluded pupils), consider on a case by case basis:



· Is a penalty notice the best available tool to improve attendance and change parental behaviour for this family or would one of the other legal interventions be more appropriate?  

· Is issuing a penalty notice in this case appropriate after considering any obligations under the Equality Act 2010 

· Section 105 of the Education and Inspection Act 2006 empowers designated LA officers, Head Teachers (and Deputy and Assistant Head Teachers authorised by them) and the Police to issue Penalty Notice, if they believe that the parents of a pupil of compulsory school age have committed an offence under Section 103 (an excluded pupil is present in a public place during school hours.)

· (For local authorities only) Is it in the public interest to issue a penalty notice in this case given the local authority would be accepting responsibility for any resulting prosecution for the original offence in cases of non-payment?  



· In cases where support is appropriate, consider on a case-by-case basis:



· Has sufficient support already been provided? Sufficient support will usually include: APDR in line with schools’ attendance processes and LA attendance response. Evidence of support in line with Attendance Legal Process checklist (Appendix 1).

· All relevant information, supporting documentation and correspondence with the parent/carer/young person should be supplied to AISW who will take into consideration mitigating circumstances/statutory defences. 

· The circumstances of the pupil’s absence meet all the requirements of this Code of Conduct.

· The issuing of a Penalty Notice fine is considered in line with family circumstances and is believed it will bring about change and secure improved attendance. 

· The issue of a Penalty Notice fine does not conflict with other intervention strategies in place, or other enforcement sanctions already being processed.

· Is a penalty notice the best available tool to improve attendance and change parental behaviour for this family or would one of the other legal interventions be more appropriate? 

·  If there are any significant concerns regarding the welfare or safeguarding of the child, the matter will be referred for further consideration as to whether it would be appropriate to consider applying other options such as referral to Social Care rather than issuing a Fixed Penalty Notice fine.

· Is issuing a penalty notice in this case appropriate after considering any obligations under the Equality Act 2010 

· (For local authorities only) Is it in the public interest to issue a penalty notice in this case given the local authority would be responsible for any resulting prosecution for the original offence in cases of non-payment?

If the answer to the above questions is ‘yes’, then a penalty notice (or a notice to improve in cases where support is appropriate) will usually be considered.



           

Notice to improve

17. A notice to improve is a final opportunity for a parent to engage in support and improve attendance before a penalty notice is issued. If the national threshold has been met and support is appropriate but offers of support have not been engaged with by the parent or have not worked, a notice to improve should usually be sent to give parents a final chance to engage in support. An authorised officer can choose not to use one in any case, including cases where support is appropriate, but they do not expect a notice to improve would have any impact on a parent’s behaviour (e.g. because the parent has already received one for a similar offence).

In Sheffield, Notices to improve will be discussed at regular meetings held between AISW and school. 

The discussion will include what the length of the improvement period should be, this can be between 3 and 6 weeks and will be agreed on a case-by-case basis.

The notice will inform parents/carers that improvement is being sought in line with individual circumstances.

AISW will complete any checks required within 10 school days and where appropriate will direct the school to issue the notice.

School will regularly monitor throughout the improvement period and align any plan to continue to offer support to ensure improvements are and continue to be sustained during and following the improvement period.

Following the improvement period, should school feel the improvement is not sufficient, they will seek a conversation with AISW to discuss if a Penalty Notice is the appropriate tool. 



Schools must not issue a Notice to Improve letter without consultation/discussion with an Attendance and Inclusion Social Worker.



In some circumstances a Notice to Improve may not be the appropriate tool, if this is the case AISW will work with schools to identify appropriate next steps.

 

        



How authorised officers will work together

18. Authorised officers should work together to ensure that penalty notices are used when likely to be effective and change behaviour.



19. An authorised officer is a local authority officer, a headteacher or someone authorised by them (a deputy or assistant head), or the police. In Sheffield the LA officers will be responsible for the issuing of all Penalty Notices relating to education.



Issuing penalty notices for pupils present in a public place.



20.     Excluded pupil present in a public place (during the school hours of the school where the pupil is on roll), without justification during the first five days of each and every fixed period or permanent exclusion.  The liable parent/carer will receive a formal warning of the possibility of a Penalty Notice being issued, after the first time a pupil is present in a public place.



21.      If a parent/carer of an excluded child fails to ensure the attendance of the child at the alternative provision provided by the school or LA, from the sixth day of fixed period exclusion or permanent exclusion, the parent will be liable under the irregular attendance provisions.



22.	In the case of an excluded pupil, for a parent/carer to incur either form of legal responsibility, the school must give them notice informing them of their duty to ensure their child is not present in a public place, the days when their duty applies, and as appropriate, of the arrangements for alternative provision.   Ordinarily these notices will be combined with the notice the school must issue when a child is excluded.



23.	Before a Penalty Notice fine is issued to the parent/carer of an excluded pupil, consideration must be given to every aspect of the case, such as:



· number of occasions the child has been present in a public place,

· the parent’s actions (or inactions) which led to the child being in a public place at a prescribed time,

· the parent’s justification if any,

· The parent’s attitude to having failed to meet their statutory responsibility.



24. 	It will be for a parent to prove reasonable justification.  A justification that is capable of being reasonable will depend on points of fact and proof.



25.	A medical emergency may be more straightforward: hospital records, doctor’s certificates etc. can be used as evidence. Other justifications, such as the pupil shopping for food or clothes, are unlikely to be classed as reasonable.  However, every case should be considered on its merits and all relevant evidence provided considered.



           In the case of requests to issue a Penalty Notice fine, where the excluded pupil is found in a public place (during school hours where the pupil is on roll), the liable parent/carer will receive a warning letter.  The letter will outline the possibility of a Penalty Notice fine being issued if the pupil is present once again in a public place, during the remaining days of the exclusion.

	





Issuing Penalty Notice fines for Unauthorised Leave of Absence



26.      All Sheffield Schools are required to develop documentation relating to the school’s Unauthorised Leave of Absence Policy. This documentation should be made available to parents to ensure that they are fully aware of the procedure for notifying school of Unauthorised Leave of Absence and are made aware of prosecution if leave is not authorised. It is recommended that this information is made available in a variety of media, including the school’s website. 



 27.    All Sheffield schools wishing to use Penalty Notices for Unauthorised Leave of Absence should ensure that they follow their own policy regarding responding to parents. 



28.     A penalty notice can be issued where a child has not returned to school on

          an expected and agreed date and no satisfactory explanation has been 

          given or the leave has not been granted by the head teacher.



29.   	Each parent/carer can be issued with a Penalty Notice for each individual child. If the fines remain unpaid, the parent/carer may be taken to court.



30.     Sheffield schools should refer to Sheffield City Council Leave in term time Policy for the referral process for issuing Penalty Notices.





	In all circumstances the following applies: 



31.	The Local Authority will issue all Penalty Notice fines in Sheffield.  This will ensure consistent and equitable delivery, retain school-home relationships and allow cohesion with other enforcement sanctions.  It will also prevent Penalty Notice fines being issued in circumstances where criminal proceedings are contemplated or have been commenced, with respect to the same period of absence.



32.	Penalty Notice fines will only be issued by post and never as an on-the-spot action.  This is to ensure that all evidential requirements are in place and to meet Health and Safety requirements.



33.	The LA will receive requests to issue Penalty Notice fines from schools, South Yorkshire Police and neighbouring LAs.  These requests will be considered by the Attendance and Inclusion Social Workers with advice taken from the Legal Service where required.



34.      Regardless of which agency is named or recognised lead professional 

            involved in the case, the decision on actions to be taken rests with the

            Local Authority. The Attendance and Inclusion Social Worker 

            execute this duty on behalf of Sheffield City Council.



35. Whoever is issuing the penalty notice should make a decision as to whether proportionate support has been provided, and whether that support has worked or not. Where there is dispute, authorised officers are expected to defer to the local authority’s judgement about whether sufficient support has been provided before issuing a penalty notice.



36. The LA will inform the school about whether penalty notices are paid, withdrawn or prosecuted for the original offence of failure to educate a child. This will be provided as and when requested by schools.



37. Where pupils attend school in Sheffield but live in a different LA, Sheffield will liaise with the home authority to identify the appropriate support required to support a plan for the family/young person. 



 38. Where pupils move between local authority areas, Sheffield can be contacted on crossborder.penaltynotice@sheffield.gov.uk to find out if penalty notices have been issued previously. 





Procedure for Withdrawing Penalty Notices:



39.	Once issued, a Penalty Notice fine will only be withdrawn in the following circumstances:



· If proof has been established that the Penalty Notice fine was issued to the wrong person or a person who did not have day to day care of the child.

· If the Head Teacher notifies the LA they wish to withdraw 

· When the use of the Penalty Notice fine did not conform to the terms of this Code of Conduct, or otherwise ought not to have been issued

· If it contains material errors 

· Where after 28 days the Penalty Notice fine is unpaid, and the LA does not wish to bring legal proceedings under s444



Where appropriate and practical, discussion will take place with the school before withdrawal of the notice. 









Payment of Penalty Notices:



40.	The Education (Penalty Notices) (England) (Amendments) Regulations 2024 has reformed the amount of the penalty notices. Payment must be made of £80 within 21 days, or £160 within 28 days for a first offence within a 3 year period. A second offence within a 3 year period will require payment of £160 paid within 28 days.  If a third offence is committed within a 3 year period consideration will be given alternative legal interventions.



41.	Arrangements for payment will be detailed on the Penalty Notice.



42.	Payment of a Penalty Notice fine discharges the parent/carer from criminal   

           liability for the period in question and they cannot subsequently be 

           prosecuted under other enforcement powers, for the period covered by the 

           Penalty Notices. 



43.      There is no right of appeal 



44.     The changes to Penalty Notice fines after the 19th August 2024 have been      shared with schools and parents. Term time leave planned prior to the changes will not be considered as a defence and the new guidance will be adhered to when issuing Penalty Notice fines.





      

Contacting the Local Authority



	For information and advice regarding this Code of Conduct or any other attendance related issue please contact: sheffieldinclusion&attendance@sheffield.gov.uk  



* If a parent can secure regular attendance but not willing to take responsibility or failure to engage with strategies and agencies, then a Penalty Notice may be issued without notification.

* No formal warning is given in the case of leave of absence





















Appendix A



		ALP checklist

		Yes/No

		    Is Evidence Available    



		School to have referred to the Ideas for challenging and improving attendance Checklist and completed the identified actions relevant to the situation

		

		



		Child to be discussed at whole school inclusion meeting this may include wider school staff, safeguarding, SEN, Pastoral, Attendance, and any other relevant staff to ensure any barriers are discussed at a whole school level regarding attendance, well-being, behaviour and learning

		

		



		School to ensure they have spoken to all services involved with the child or young person 

		

		



		Schools to establish any siblings and liaise with those schools

		

		



		Mapping across education, health, and care to identify need and barriers

		

		



		A plan that demonstrates APDR with SMART targets (see attached doc)

		

		



		Parents to be given the opportunity to attend at least two meetings within the APDR process

		

		



		Any meetings recorded and parents provided with a copy whether they are present or not setting out expectations/plan



		

		



		Where appropriate ensure evidence of the impact irregular attendance has on child’s learning is discussed with parent/carer

		

		



		Schools to formalise support by way of an attendance contract, if not appropriate school must provide their rationale

		

		



		Parent voice captured and recorded

		

		



		Child voice captured and recorded

		

		



		School to ensure all parents/carers with day-to-day care have been informed of any attendance issues and the legal duties placed upon them to provide a full-time education

		

		



		School to ensure all parent/carer details are up to date (who is in the household? Do both parents have parental responsibility/day to day care and responsibility for education? If so, on which days?)

		

		



		School to demonstrate how they have considered where the family live in relation to school and show what support has been offered if this is a barrier
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School/Cluster Logo

1.0 Nursery Attendance Initial Concerns Meeting
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[Date]

Dear Parent/Carer,

Re: [name of child/ren’s]


Regular and punctual attendance is essential if children are to make sustained progress, reach their full potential and feel part of their class and whole school community.  Regular nursery attendance establishes good habits from an early age and contributes to the development of a positive approach to school and education.



As part of our Attendance and Inclusion policy, we are required to monitor attendance and punctuality of all nursery pupils on a regular basis. 

We have noticed that ## child’s name ## has missed nursery on a few occasions recently, and we would like to invite you to a meeting to give you an opportunity to discuss any reasons for your child’s absence, and to offer support and advice. 


The meeting will be held at [name of school] on [date] at [time]

Please complete the slip below to let us know if you can attend the meeting. If this time or day is inconvenient, please contact school to arrange another appointment. Please be aware that if you do not attend; we may arrange to visit you at home.

Yours sincerely,

XX


XX
 


XX
Principal/

Learning Mentor

Attendance Officer




Headteacher 


Cc [delete if not applicable]



Example; 


Head of year


XX


EWO


XX
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Nursery Attendance Meeting (please return to school office)

Name of child:____________________________________
 Class: ________________
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I am able to attend the meeting for my child on [date] at [time]
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I am not able to attend the meeting for my child and would like to arrange another appointment.


Signed:__________________________________________
Date:_______________[image: image9.png]
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SACL1 – Concern Letter 1









School letterhead













Dear 



Re:     Name, DOB, a registered pupil at ……………. School



Dear Parent/Carer



I am writing to you today regarding your child’s attendance. 



We have noticed that ##child’s name## has been absent from school on a few occasions recently.



If your child is experiencing any barriers to accessing their education, please contact ##staff members name## to discuss how we can support you and your child. 



There is a strong link between poor attendance and low academic attainment. At ……….. School we are committed to supporting you and your child to enable them to achieve and reach their full potential.  



It is important therefore, that you contact school on the first day of any absence or if there is any problem which may be causing your child to miss school.  



…………….  School is committed to raising the profile of attendance in school, it is important that you support us by ensuring that your child attends school on time, every day.



We will continue to monitor your child’s attendance over the next few weeks and if there are further absences we may invite you into a meeting to discuss this further. 







Yours sincerely
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SACL2 – Concern Letter 2

School letterhead

Dear 

Re:     Name, DOB, a registered pupil at ……………. School


Dear Parent/Carer


I am writing to you because of ongoing concerns over your child’s attendance, which is currently …… %, this is below the school target of …... % for this year.  Please find enclosed a Registration Certificate for you to look at.


We wrote to you recently to share our concerns, and asked you contact us to discuss the support that could be offered to ensure ##childs name## was able to attend regularly. 


Since writing to you we have continued to monitor ##childs name## attendance and have noted further absences. 


Regular absence from school means children miss important elements of their learning which prevent them from making expected progress. 

We will continue to monitor their attendance and would encourage you to contact us to discuss the support that can be provided to ensure ##childs name## is able to attend every day. 


Please be reminded that if your child is of statutory school age, under section 444 of the 1996 Education Act, you have a legal obligation to ensure that your child attends school regularly.

…………….  School is committed to raising the profile of attendance in school, it is important that you support us by ensuring that your child attends school on time, every day.


Please give this your urgent attention


Yours sincerely
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SACL3 – Invite to Meeting in School

Dear ……………………

Re:  Pupil name, DOB

It has come to my attention that your son/daughter is not in regular attendance at school

You have been contacted by us to try to resolve this issue and to see whether any support may be required to do this.  However, despite our offer to support you, your son/daughter’s attendance remains irregular and does not meet statutory requirements. 


We would therefore like to invite you (and your son/daughter if appropriate) to a School Attendance meeting.

The meeting will be held on:

…………………… at ……………………am/pm


where you will be given the opportunity to discuss any issues around #’s absences. If you are unable to make this date/time please contact school to rearrange to a convenient time.

This meeting will consider ways of improving your child’s attendance, and therefore preventing further action being taken against you.


I need to inform you that, should you not attend the meeting, it will still go ahead in your absence, and we may have to pass our concerns onto the Local Authority.  

Please be reminded that if your child is of statutory school age, under section 444 of the 1996 Education Act, you have a legal obligation to ensure that your child attends school regularly.

Please give this your urgent attention.


Yours sincerely

Head Teacher


** This letter can be amended to fit arrangements for the meeting **
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School Attendance

Notice to Improve

(please read this letter carefully)









Address Parent/Carer





Date





Dear 



School attendance is hugely important. For your child to gain the full benefit from their education, for their learning, wellbeing, and wider development, they need to attend on time, every day possible.

If a child of compulsory school age who is a registered pupil at a school fails to attend regularly at the school the child’s parent may be guilty of an offence under s.444 Education Act 1996.  

You, «FORENAME» «SURNAME» are a parent/carer of «Students_Name», (called in this notice “the pupil”) who is a registered pupil at «School_Name».

The school have offered support to you and your family to try and help improve «Students_Name»’s attendance, including: [Evidence of support in line with Attendance Legal Process checklist.]

Unfortunately, despite the support that was offered to your family, attendance remains a cause for concern. Between «WARNING_START_DATE» and «WARNING_END_DATE» the pupil failed to attend regularly at «School_Name», which resulted in 10 sessions (half days) or more of unauthorised absences being recorded.  Please see the attached registration certificate for details.

You now have x school days (x weeks) in which to improve your child’s attendance.  During this time your child must show significant improvements in attendance and avoid having any unauthorised absences from school during this period.  Should we not see sufficient improvement and further unauthorised absences take place during this period, a Penalty Notice may be issued.  A penalty notice is charged at £160 if paid within 28 days.  You will be given the opportunity to pay a reduced amount of £80 if paid within 21 days for a first offence. 

If you wish to discuss this notice, or discuss what further support is available, please contact our team as soon as possible:

Contact Name

School & Address

Telephone:

Yours sincerely
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SACL5 – Continue to Monitor Letter

School letterhead


Date

Dear Parent/Carer

Re: (insert name of child) 

You were recently issued a Notice to Improve for your child.

Your child has made sufficient improvements during this period.

Considering this, it has been decided (with the Local Authority), to take no further action in this matter, and therefore we will not be issuing you with a Penalty Notice Fine on this occasion.


Your child’s attendance at school will continue to be monitored by us in order to sustain improvements made.


Please be reminded that, under section 444 of the 1996 Education Act, you have a legal obligation to ensure that your child attends school regularly.

Should you fail in this duty the Local Authority may consider taking further action in the future.


Yours sincerely

Head Teacher (insert name)
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SACL6  – Punctuality Letter

School letterhead

Dear Parent / Carer of …………………… (insert name and DOB)

Attendance and Punctuality at School


I am writing to all parents of children currently arriving late to school, to make them aware of this concern, in order that they make every effort to try to resolve this issue.  When pupils are late to school it is disruptive for the whole class and can be upsetting for a pupil, who will have to try to catch up, when they have missed the first part of the lesson.


Since (insert date)………………… your son/daughter has been late on ……………………occasions, which is clearly unacceptable.  This equates to …….minutes of lost learning. I have enclosed a registration certificate for you to look at.

We have been advised that school registers must close shortly after registration.  Unfortunately, this means that should ……………………continue to arrive late for school, s/he would be too late to receive an attendance mark which could result in his/her attendance falling to below acceptable levels.  

If there are any problems causing your child to be late for school, please speak to his/her teacher.  I look forward to your co operation in this matter and to seeing an immediate improvement in ……………………’s punctuality.


Please be reminded that if your child is of statutory school age, under section 444 of the 1996 Education Act, you have a legal obligation to ensure that your child attends school regularly.

Yours sincerely

Head Teacher (insert name)
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SACL7– Y11 Letter from School 

DATE



Dear


Re:    Pupil Name, DOB

I am writing to you regarding the concern I have over your son/daughter’s attendance at school.  I have enclosed a Registration Certificate for you and your son/daughter to look at.  If you were not aware of these absences, or if there any problems which may be preventing your child from attending regularly, please contact …………….

All Year 11 pupils remain on the school register until the end of June and must continue to attend school in the normal way, unless there is official study leave or your son/daughter is attending work/college placements.


This is an important year in which students need to complete coursework and can benefit greatly from the help and support from staff in school.  There is also ongoing careers advice and support, which is important if young people are to make the right choices and receive practical support in securing college places and other training provision.


I need to remind you that you have a legal responsibility to ensure that your son/daughter attends school regularly and punctually. 

If you would like to discuss the matter further, or if there is any assistance that will help to rectify the situation, please contact me, contact details at the top of this letter.


Yours sincerely,
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SACL8- Penalty Notice Explanation letter

Date

Dear …………….

The Local Authority has brought to the attention of every school in Sheffield powers made available in the Anti-Social Behaviour Act 2003 and The Education (Penalty Notices) (England) Regulations 2007 (and subsequent amendments) setting out how penalty notices for school absence must be used. This letter is to advise/remind parent/carers of the powers and their legal responsibility regarding school attendance. 

These powers came into force in February 2004 and include Penalty Notices which mean that, for pupils with unauthorised absence from school (i.e. any absences that the school has not given permission for), their parents/carers may be subject to a fine of either £80 or £160.  If they remain unpaid they could be prosecuted for the original offence and, if found guilty, issued a fine of up to £1,000 plus costs.

· These fines (Penalty Notices) are used to try and prevent a pattern of unauthorised absence developing.

· If you are at risk of receiving a Penalty Notice you will be contacted, before any formal action is taken, to discuss the situation to prevent any further unauthorised absences.

· Unauthorised leave in term time will also qualify for a Penalty Notice.

· Penalty Notices will be issued by the Local Authority through the post directly to a pupil’s home. Each parent/carer and adult with day-to-day care will receive a separate Penalty Notice. 

At …………….  School we consider that regular attendance is so important that we are sending this letter to every parent/carer who’s child’s attendance is below acceptable levels.

If you believe, at any stage, that your child’s absence record from school may leave you liable to receive a Penalty Notice it is extremely important that you contact school without delay to discuss this.


Yours sincerely 


Head teacher
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SAP meeting.docx
		Childs name:



		Date of Birth:

		Class/Year group:



		Attendance:

		SEN code:     



		SSG:



		One page support plan/Myplan/EHCP D

ate Last Reviewed:



		Date of plan:

		Review date:





		Present:











Thank you for attending the meeting at school today to discuss the attendance of the above named pupil.



Outlined below are the actions agreed at the meeting including time scales:



		Services Involved: 











		What are we worried about

		What is going well

		Next Steps



		Education























		

		



		Health





















		

		



		Care



























		

		



		Additional Information





























		

		







Other points outlined at the meeting were:



· A parent commits an offence if they fail to ensure that their child, who is a registered pupil at a school, fails to attend regularly.



· School will not authorise any further absence unless medical evidence is provided to support the absence, or the local authority advises us to do so. In the case of medical appointments, you will need to show some proof of appointment for this to be recorded. 



· The attendance will be closely monitored by the school and local authority and reviewed accordingly.  If there is no significant improvement in your child/ren’s attendance, you may be at risk of receiving a fixed penalty notice and/or prosecution.	Comment by Miayoukou Leah: 



I confirm that I understand the points agreed as outlined above.







Signature of Parent(s):    								Signature of School:
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School/Cluster Logo

2. Attendance Initial Concerns Meeting Form

Person Centred Planning



		Childs name:



		Date of Birth:

		Class/Year group:



		Attendance:

		SEN code:     



		SSG:



		One page support plan/Myplan/EHCP 

Date last reviewed:



		Date of plan:

		Review date:





		Present:











Thank you for attending the meeting at school today to discuss the attendance of the above named pupil.



Outlined below are the main issues or concerns and points agreed at the meeting:



		Services Involved: 











		What are we worried about

		What is going well

		Next Steps



		Education























		

		



		Health





















		

		



		Care



























		

		



		Additional Information





























		

		







Other points outlined at the meeting were:



· A parent commits an offence if they fail to ensure that their child, who is a registered pupil at a school and is of statutory school age, fails to attend regularly and where absence continues fines could be issued against you.



· School may not authorise any further absence, this will be assessed on the reasons for absence provided.



· The attendance will be closely monitored and reviewed by school. If there is no significant improvement in attendance, then further action may need to be considered and school will need to inform the Local Authority. 



The Department for Education has published data on their website that clearly shows the link between attendance and attainment. This shows that there will be an impact on your child’s education if attendance is not consistently above 95% throughout a pupil’s schooling.  



I confirm that I understand the points agreed as outlined above.







Signature of Parent(s):    								Signature of School:
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Sheffield City Council

Children and Young People’s Directorate	

                 

CERTIFICATE OF ATTENDANCE   

       

[bookmark: _GoBack]I ………..Head teacher of ……….School hereby certify that ……….is a registered pupil of this school and that between the dates of 25th January 2016 and 11th March 2016 attended this school as set out below.	



		Week

beginning



		25/01/2016

		01/02/2016

		08/02/2016

		15/02/2016

		22/02/2016

		29/02/2016

		07/03/2016

		

		

		

		

		

		

		

		



		Attendances possible

		10

		10

		0

		10

		10

		10

		10

		

		

		

		

		

		

		

		



		Attendances actual

		6

		10

		0

		8

		10

		6

		8

		

		

		

		

		

		

		

		







The above information is a correct extract from the attendance register maintained by this school.



Total Attendances possible 60       Total Attendances actual 48



Total Absences during the whole period 12 of which 1 are authorised and 11 are unauthorised.



Signed ………………………………………………. Headteacher       Date………………………………









Sheffield City Council

Children and Young People’s Directorate	

                 

CERTIFICATE OF ATTENDANCE          



I…………………………………………………Headteacher of …………………………………….



hereby certify that ……………………….…………… is a registered pupil of this school and that 



between the dates ………...…and ……………….… attended this school as set out below.	



		Week

beginning



		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		Attendances possible

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		Attendances actual

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		







The above information is a correct extract from the attendance register maintained by this school.



Total Attendances possible …….…… Total Attendances actual ……….……



Total Absences during the whole period  …..……of which …….…are authorised and 



……..…. are unauthorised.



Signed ………………………………………………. Headteacher       Date………………………………
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Add school logo

		Worker Name and role

		

		



		 Manager

		

		School



		Pupil name

		

		DoB



		Parent/carer names



		

		



		Parent address/es

		

		



		Siblings

		

		







Attendance Summary

Date

Prior to the period of complaint school have supported the family by ….. 

During the period of complaint school have offered the following support to address any barriers to accessing education and raise school attendance. Outcomes and impact for the young person are also highlighted.



Add Chronology for period of complaint only 





Signed (worker)



Signed (manager)
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		STATEMENT OF WITNESS

(Criminal Procedure Rules, r. 16.2;

Criminal Justice Act 1967, s. 9)






		STATEMENT OF 

Age of witness:  over 18

This statement consisting of x 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.  


I am employed by xxxxxxx as xxxxxxxx.

I make this statement to support the prosecution of parent/carer name who have failed to ensure the regular attendance of child name.


Parent/carer names are the parents of child name.  Child name is currently x years old and therefore of compulsory school age.  He/she lives in Sheffield with his/her parent(s).

Bullet point how parents are failing eg


· Failed to attend x amount of meetings


· Failed to engage with early help services


Expand on support offered during period of complaint (in first person)


On x date a home visit was carried out as parent had not informed school of reason for absence and attempts to contact parent via phone had been unsuccessful. Parent answered the door child and parent voice listened to and heard as to barriers for absence. Mapped across education, health and care and a plan formulated that parent and child agreed with. See mapping document attached.


On x date a letter was issued inviting parent to a meeting on x date. Parent did not attend the meeting no reason provide. Meeting went ahead and x was discussed a copy sent to parent.

Signed: (witness)


Date: 









