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Context

This Strategy is intended to provide the framework for continuous improvement in school attendance and attainment in all educational establishments in Hackney, by drawing skills and expertise from schools and all relevant agencies together in order to provide cohesive support for all learners.
Ensuring the safeguarding of all pupils requires cohesive local partnerships to achieve positive results for young people. Hackney Learning Trust, Schools and partners are focused upon the opportunities for every young person to fulfil their potential. The work of Hackney Learning Trust must be to ensure that such opportunities are made available to all young people within this authority by ensuring effective deployment of services and continued and sustained improvements in attendance levels year on year.

The responsibility for raising and promoting attendance is shared by parents/carers, children and young people, schools and a range of services across the Children’s Services Partnership and the voluntary sector.  

The Education White Paper, ‘the Importance of Teaching’ emphasises the indispensible role of the local authority to act as champions of children and parents, ensuring that the school system works for every family. Local authorities must use their ‘democratic mandate’ to challenge every school to do the best for their local population, and ensuring regular engagement with, and attendance at school is an integral part of the local authority role.

The existing Attendance Strategy focuses on the role of the attendance service. In order to improve outcomes for all young people it is vital that this service includes all contributions from Hackney Learning Trust and wider Children’s Services. The associated issues of behaviour, support for the vulnerable, and the appropriateness of the curricular offer will all contribute to improvements in overall attendance. 

The underpinning principles for this Strategy are to:-

· treat all clients with professionalism and respect, and display understanding of Equalities and Diversity.


· ensure that safeguarding is considered throughout assessment and intervention with pupils and families, in order to contribute to the best possible outcomes for all young people at risk of disaffection from education;


· work with individual pupils and their families to assess and respond to their educational needs and to ensure that young people do not remain disenfranchised from the educational system;

· engage with other agencies, both statutory and voluntary, to ensure that the welfare and protection of all young people remains paramount;


· work with all schools to respond to their identified needs in order to improve attendance levels and provide access to alternative educational provision if required;

· ensure that all young people have access to educational provision suitable to age, ability, aptitude and any special educational needs that they may have;

· ensure (with partners New Regents College and Admissions) that no pupils are without education for more than 15 school days;

· respond to the educational needs of vulnerable groups and ensure that the safeguarding of all pupils remains at the forefront of all considerations;

.

PART 1 – HACKNEY LEARNING TRUST AND PARTNERS

1
Introduction

1.1
Hackney Learning Trust is committed to working with schools and other partners to improve school attendance and punctuality across the Local Authority.  Underpinning this commitment is the understanding that unless children and young people attend school regularly and punctually they will not be able to take full advantage of the educational opportunities available to them. 

2.
 Absenteeism
2.1
Ofsted guidance re: inspecting attendance places expectations on schools to reduce persistent, unauthorised and overall absence.

2.2
From July 2011, a persistent absentee is a pupil who has absence equating to 15% or more of their school sessions. Previously, a ‘persistent absentee’ was a pupil who had absence in excess of established half termly thresholds, equating to 20% or more of their school sessions (1 session = ½ day) for any reason or combination of reasons. This is whether the school authorised the absence or not. It is important to note that by 2011, all secondary schools nationally must have no more than 5% of its total pupil population categorised as persistent absentees.

2.3
Unauthorised absence is that for which no reason has been given, or the explanation provide by parent / carer is deemed insufficient. It is the responsibility of the Head teacher and Governing Body to determine whether absences are authorised or unauthorised. If an absence is authorised, this means that school have accepted the reasons for absence as legitimate and there are no grounds for local authority to consider the appropriateness of prosecution.

2.4 
 The Education Attendance Service (EAS) works to support all schools within Hackney, to reduce persistent and unauthorised absentee levels in accordance with DFE expectations and thresholds.
3
Vulnerable pupils 
Schools should ensure that the following pupils are known to relevant co-ordinators in school and that action plans are in place to support the continuity of learning for such pupils. Where pupils exhibit problems with regular school attendance, such matters should be discussed with the School Attendance Officer so that consideration can be made for appropriate referrals to ensure that child and family are supported to access education

· Teenage parents 

· Gypsy, Roma and Travellers

· Asylum seekers and Refugees

· Looked After Children (LAC)

· Children with a Child Protection (CP) plan

· Children missing from education / not receiving suitable education 

· Pupils with Special Educational Needs

· Young Carers

4.
Education Attendance Service (EAS)

4.1
Objectives - The service aims to 

· ensure that educational opportunities for all young people in the borough who are of statutory school age are maximised by means of regular school attendance;
· support schools operationally (by receiving individual referrals) and strategically (by using and evaluating data to target resources, to advise on legislation and regulations etc.);

· work with other key professionals and agencies to ensure Children attend their allocated educational provision, or that provision is identified for individual pupils resident in the authority not in receipt of efficient full time education;
· work with other statutory agencies (for example, Police, Social Care, Housing) to ensure the welfare of all children resident in the authority ( referring to the Hackney Child Well Being Framework), in accordance with the DoH ‘Working Together’ document, All London Child Protection Procedures, Safeguarding Children  and Safer Recruitment in Education
· work with schools on whole school approaches to improve attendance through policy development, review of systems and developing improvement plans.
· work with other service providers to provide co-ordinated support to schools and pupils and disseminate good practice; and 

· work with parents and pupils, employing a casework approach, to improve attendance through early intervention and utilising a continuum of support.

4.2
Target Setting -. Although requirements to submit centralised annual absence targets no longer exist after 2012, schools are encouraged to establish absence targets to assist in continuous improvements. The EAS, in conjunction with the School Improvement Service, is available to support discussion on this matter and provide relevant data

4.3
School Based Activities - The service operates strategically within schools by making use of attendance data and focussing resources within school on the areas with most significant attendance concerns. Officers are able to provide advice on school attendance policies and management of attendance issues.

4.5
Home Visits - School Attendance Officers visit parents and pupils in their homes and undertake assessments of the causes of poor school attendance and then identify strategies and action plans to resolve difficulties and improve school attendance. 

4.6
Legal Proceedings - In situations where parents fail to ensure regular attendance, the EAS will, where appropriate, take legal proceedings against parents (See Appendix 3). The service can also pursue Education Supervision Orders on pupils of school age who refuse to comply with the reasonable boundaries and expectations set by parents, school and Local Authority. The service will issue fixed penalty notices in situations where parents appear unwilling to change patterns of poor attendance, but where prosecution is not appropriate to the level of absenteeism and current interventions. Parenting Contracts can also be implemented to address specific areas of parenting.

4.7
Child Employment - The service is also responsible for licensing and ensuring compliance with the bye-laws relating to the employment of children, and children engaged in entertainment and Chaperon Licensing.

4.8
Truancy - As part of the S.16 Crime and Disorder Act initiatives to combat truancy, the service jointly organises truancy patrols with the Metropolitan Police when necessary.
4.9
Elective Home Education - The EAS deploys an officer who co-ordinates support to families who elect to educate outside of the mainstream education system. Working alongside officers from the School Improvement Service (and where a statement of Special Educational Needs in place, officers from the Special Educational Needs assessment and referral team and Educational Psychologists) advice and guidance is provided for families who are making their own educational provision (See Appendix 7).

5. 
The School Attendance Officer

We expect that schools will intervene on all attendance issues above the level of 85% (the persistent absence threshold from July 2011), and that advice and guidance is sought from the EAS / allocated School Attendance Officer as soon as emergent patterns of absence are identified. However, in situations wherein it is felt reasonable and justifiable to intervene with emerging patterns of irregular attendance above this threshold, some intervention from the Education Attendance Service may be applied. The School Attendance Officers will visit schools regularly, within the time allocation for each school to undertake the following:

· Provide advice on strategy to the Head teacher, Attendance Governor, Attendance Lead and Attendance Secretary.

· Provide advice and guidance to pastoral staff on Pupils Registration Regulations, Categorisation of absence, Child Protection Issues and general guidance re: Children’s Services.

· Assist the attendance lead to develop and implement an attendance policy

· Assist the attendance lead with the analysis of whole school data, and encourage schools to make use of all available data resources, such as SIMS and lesson monitor, data on Behaviour, Special Educational Needs, and Free School Meals etc. This should inform the target setting process.

· Encourage the school to take responsibility for early intervention and through liaison with staff to ensure patterns of absence are spotted early. 
· Ensure thresholds are clear and adhered to by all school staff  
· Provide consultation, advice and support on pupils who are beginning to display emergent patterns of poor attendance but are still above the criteria of referral to the EAS. 

· Contribute to issues relating to whole school attendance, registration and punctuality systems, sanctions and reward systems, development or revision of school attendance policy, focus of school resources to tackle poor attendance

· Provide additional support in relation to training (twilight / INSET) and contribute to whole school and year group assemblies to focus on attendance

· Establish systems to check registers with lead staff in school.  The Attendance Officer’s time should include focus on individual pupils as well as patterns for school attendance levels. 

· Provide direct intervention with parents and families in line with the school’s policy and agreed thresholds. Assist with any meetings with parents.  Make the legal position and any likely sanctions clear.

· Provide support for any family that is doing its utmost to ensure regular access to education.  Do this at any appropriate stage as agreed with the school.

· Liaise with other key professionals and ensure effective networking to support vulnerable pupils, with specific regard to pupils who are in public care. Within this, to ensure effective reporting lines to other strands or projects within Hackney Learning Trust and partner agencies. 

· Receive referrals on pupils who attend erratically after school based intervention has not led to improvements. School Attendance Officers will respond to referrals received from schools within 5 working days of receipt (provided that the referral is completed fully and is a legitimate referral to the service following school based interventions). This will involve an initial contact with the family in question in order to complete an Initial Assessment form or Common Support Framework (CSF) and to commence work to address irregular attendance.

· Feed back to pastoral staff in school on intervention / strategy / progress on existing referrals, and wherever possible indicate the plan of action agreed through Education Attendance Service (EAS) professional supervision

· Attendance Officers will use fortnightly supervision to discuss entrenched cases where no response or improvement is forthcoming. In such cases, a plan of intervention will be drawn up which sets out responsibilities upon school, parent and pupil and sets time-scales for improvements or consideration of statutory intervention to enforce school attendance.  

· Provide support and advice over any planned prosecutions or any penalty agreed with the school.  For pupils with deteriorating attendance (and below the threshold as above), the SAO should focus on ‘fast-track’ casework deploying the level of resources necessary to identify achievable strategies for family and pupil and to address statutory defences and prove a case in Magistrates Court under s.444 / 444.1(a).  

· From January 2006, Fixed Penalty Notices (section 23 Anti-Social Behaviour Act 2003) have been considered, especially where parents refuse to engage in order to improve their child’s school attendance.

6. 
Other Agencies: Roles and Responsibilities

6.1
Alternative Provision for Children Out of School 

As part of their strategy to improve participation in education, schools may discuss with their SAO the option of purchasing provision for Key Stage 4 ‘alternative education programmes’ in situations where all attempts to retain the pupil in mainstream education have been unsuccessful. Schools retain the responsibility for monitoring and tracking attendance and pupil support. 

If poor attendance has arisen as a result of challenging behaviour and in-school interventions have failed to bring about change, the PSP support programme can include a referral to the PRU panel which can consider a temporary placement to assess and intervene with the behaviours that are affecting attendance. Following this, a re-integration plan will be negotiated in order to return the pupil to mainstream. If agreement is reached, the pupil will usually become dual registered at both the school and the alternative provider until such time as a return to mainstream has been effected. 

 This option will be considered only in circumstances where:

· all other strategies have failed (or are likely to fail) to secure regular attendance at school;

· it is clear through a careful assessment of the pupil that an alternative education provision is likely to be the most appropriate way of meeting his or her educational needs.

Any such arrangement will comply with guidance issued by the DFE on disapplication from the National Curriculum.  Although there is no longer a requirement to obtain the written agreement of the parents and pupil, it remains good practice to seek to do so.
6.2
Anti- Bullying


Hackney’s Anti-Bullying Strategy seeks to:-

· Support staff to promote positive relationships and identify and tackle bullying appropriately

· Ensure that pupils are aware that bullying concerns will be dealt with sensitively and effectively; that  pupils feel safe to learn; and that pupils and staff abide by the anti-bullying policy in school. That there are clear processes to work within, which are known to pupils, staff and parents.

· Ensure that there are efficient and effective reporting mechanisms to parents / carers regarding their concerns on bullying and that these are dealt with promptly. Parents / carers are in turn expected to work with schools to uphold the anti-bullying policy.

· Learn from anti-bullying good practice elsewhere and utilise the support of relevant organisations where appropriate.

This is especially relevant where there are attendance concerns that relate to specific incidents of bullying that mean that pupils do not feel safe within the school environment.

6.3
Behaviour and Attendance Partnership (BAP)
A Behaviour and Attendance Partnership, chaired by a Secondary Head teacher, comprising all Secondary Head teachers, managers from relevant services and teams, meets half termly. The BAP meets as a group to consider a range of management information and data related to school attendance and behaviour in order to:

· Ensure all pupils are able to achieve their full potential by improving outcomes for young people in relation to attendance and behaviour at school, college or other alternative provision

· Provide strategic direction to the Behaviour & Attendance Network of School Leads who meet on a termly basis to share effective practice across the secondary phase.

· Agree an outcomes framework for the Behaviour & Attendance Partnership

· Monitor and evaluate outcomes for vulnerable pupils in relation to behaviour and attendance

· Identify and communicate  key issues relating to behaviour and attendance

· Agree strategies relating to behaviour and attendance and ensure work in behaviour and attendance aligns with children’s services priorities

6.4
Children Missing Education (CME) Team 

School aged children residing in Hackney have the right to receive an appropriate education and the vast majority of children are doing so. However, there are a number of ways a child fails to access the school system and hence becomes missing from education. It is vital that all schools within Hackney are proactive in ensuring that as far as possible, children and young people are not lost to education and that when families inform schools of relocation, all relevant information in regard to destination, forwarding addresses, new schools etc is sought. It is not acceptable to de-register a child with only minimal information on where the family are moving to.
Therefore, the Children Missing Education team will;

· co-ordinate, through multi-agency work, the identification, referral, tracking and engagement of children missing or at risk of missing education

· manage the co-ordination of the referral process 

· work in partnership with key stakeholders in Hackney to develop the already existing inter agency network so that all members are aware of the referral process for pupils who are missing or at risk of missing education

· manage a central database of all children missing or at risk of missing education in the borough and monitor the effectiveness of interventions and placements

· identify and allocate a lead professional in relation to Children Missing Education

· follow robust tracking and monitoring systems to confirm residency of children moving out of the borough

· raise awareness of the service and provide guidance/advice to all schools and lead professionals in the borough regarding children missing education 
6.5 
Children’s Social Care

Children’s Social Care staff within undertake assessments of children in need in collaboration with other relevant professionals. The assessment will look at all aspects of the child’s developmental needs, including his or her educational needs.  SAOs will bring to the attention of social care staff children who have been referred to them due to attendance difficulties who in their professional opinion may require additional support in accordance with the Council’s eligibility criteria for children in need.
6.6
 Children and Young People’s Partnership Panel
The Children and Young People’s Partnership Panel is aligned to the Behaviour and Attendance Partnership (see section 6.3) and is designed to:

· Examine the circumstances of the young person, their presenting difficulties, the previous and current interventions and to problem solve about possible solutions

· Refer to the most appropriate service(s) and gain commitment from those services that work will be undertaken

· Determine which agency will act as lead 

· Review the plan and actions to determine effectiveness and, where appropriate, suggest alternative strategies

· Identify overlaps and gaps in services where they exist

Representatives from the agencies that comprise Hackney’s Youth Partnership sit on the panel to agree joint working arrangements, lend multi-agency perspective and identify alternative approaches for young people at risk. 

However, it is not the sole route into services and all agencies will continue to receive and respond to referrals through their usual referral routes and procedures.

Young people referred must be resident in the London Borough of Hackney or attending Hackney Schools.They will normally be between the ages of 6 and 19. 

Young people referred could be persistently displaying one or more of the following behaviours:

· Disengagement from learning – either not in school through self exclusion or short or permanent exclusion, poor attenders, those at risk of not attending or have learning difficulties

· Being victims of bullying or crime

· At risk of offending

· Displaying behaviours which put either themselves or others at risk including:

· Sexual

· Drug and substance misuse

· Physical risk

· Bullying

· Displaying persistent failure to control behaviour appropriately within socially defined limits

· At risk of becoming homeless
· Being members of gangs or on the fringe of gangs
· NEET (Not in Education, Employment or Training) or at risk of becoming NEET

· Withdrawn, disengaged, socially isolated

It will also be likely that previous interventions will not have resolved these issues to the extent that they can be dealt with in single agency or universal settings. The panel will function to support the ‘step down’ from Children’s Social Care where appropriate. 

The Children and Young People’s Partnership Panel is NOT for Child Protection cases where is young person is in imminent risk of harm.  These should be dealt with as outlined in the London Child Protection Procedures.
6.7
Community Health
The health and wellbeing of children contributes to their ability to achieve. Community Health works with the borough to complete the needs assessment (JSNA). In order to ensure health outcomes for children are met, the Learning Trust works with the following health agencies:

· School Health Services

· GPs / Primary Care

· Specialist Child Health (children with disabilities)

· Health Visiting (under 5’s in school)
6.8
Educational Psychology Service

The Educational Psychology service provides psychological-based consultancy, advice, assessment and interventions to educational settings and professionals to promote the wellbeing and educational success of children and young people. This includes challenging schools in order to ensure poorly attending pupils are prioritised for EP time, facilitating re-integration, encouraging schools to develop transition plans, joint meetings with parents and other agencies where attendance is an issue.

6.9
Information Services

The Information Services Team supports relevant Hackney Learning Trust services to provide schools with detailed data relating to attendance/absence issues and will assist in the analysis and interrogation of this data. Information Services also provides data reports and analysis which can inform the deliberations and planning of the Behaviour and Attendance Partnership.
6.10
Learning Mentors 

Learning Mentors will work with schools and other agencies to create appropriate and supportive environments within schools for individual pupils by ensuring that:

· optimum learning conditions are in place;

· achievable and realistic targets are set and met;

· positive relations with parents are maintained (or restored).

Learning Mentors will:

· be vigilant in monitoring absence rates and will discuss repeated absences or noted patterns of absence with the school’s Special Needs Co-ordinator and with the school’s SAO;

· promote whole school responses to attendance problems.
6.11
Magistrates

The EAS Court Manager will promote Hackney Learning Trust prosecutions policy with magistrates and will seek to raise awareness of relevant issues through the Court Users Group, in order to help ensure that:

· magistrates have a shared understanding of attendance issues and the criteria used when pursuing a prosecution;

· there is a reduced likelihood of ineffective outcomes as a result of legal action having been taken against the parent of a non-attending child.
6.12 
Partnership Triage Unit

A team consisting of representatives Hackney Learning Trust, Youth Offending Service, Social Care, Youth Support Service and Metropolitan Police.  The team provides multi agency assessment of risk relating to all children and young people who come to the attention of Police and are included with ‘Merlin’ reports, and determines hand-off to relevant agencies for further intervention with recommendation based on level of risk / need identified by multi agency assessment.

6.13
Personalised Learning service

Children who are absent from school for extended periods of time (at least 15 days) due to illness receive home tuition.  (The nature of the illness must be confirmed by a letter from a Consultant).  Should the child’s school and the SAO consider that perhaps the problem of non-attendance may be linked to a mental health issue then consideration will be given to making a referral to the Children’s and Adolescents’ Mental Health Service.  Where a mental illness is diagnosed the SAO will take advice from the CAMHS on the implications this has for working with the child and his or her parents to secure a return to regular attendance.
6.14
Police

The Metropolitan Police have agreed on a protocol in relation to Section 16 of the Crime and Disorder Act 1998. (This section of the Act provides a power for the police to take truants back to school or to another place designated by the Council). See Section on Safer Schools Partnership 
6.15
Safeguarding in Education Team (SET)

The Safeguarding in Education Team will support the attendance of children at school by providing appropriate training and advice to schools on safeguarding the welfare of children and child protection issues. This might include giving advice about vulnerable children such as those looked after by the local authority, young carers, children subject to child protection plans, from homes where there is domestic violence or others that may be at risk. 
6.16
Safer Schools Partnership

Police Officers from the Safer Schools Partnership Team are based within all of the secondary schools and academies. The team maintain excellent links with the Local Authority and Hackney Learning Trust.

Safer Schools Team will support joint operations under Section 16 of the Crime and Disorder Act 1998 - see Para 5.15.

It is regarded as a priority for schools officers to support Attendance officers in order to encourage young people to be in school during the school day, in a safe environment and not otherwise at risk of involvement in anti-social behaviour, criminal activities, or at risk of becoming a victim of such activity.
6.17
Special Education Needs Assessment and Referral Team. 

The Special Educational Needs Assessment and Monitoring team (SENAMT) arrange appropriate education provision for pupils with statements of special educational needs.  SENAMT works closely with schools, alternative providers and other agencies to encourage regular attendance. 
In instances where, due to a child’s special educational needs, parents have difficulty getting their child to school, transport may be considered.
6.18
Traveller Education Service (TES)
National figures show that over a third of Travellers of Irish heritage and over a quarter of Gypsy Roma pupils are identified as persistent absentees, ten and eight times the average for all pupils, respectively.[Traveller Education in the mainstream: the Litmus Test, Foster and Walker]

The Service works with schools and other mainstream services to enable them to meet the needs of Gypsy, Roma and Traveller pupils and their families. SAOs and staff from TES aim to work closely together in order to ensure that Hackney Learning Trust policies are applied fairly and equitably so that all Traveller groups are able fully to access their educational entitlement.

Hackney Learning Trust recognises that school attendance issues for Traveller families may differ.  Traveller pupils and their families may need additional support to ensure their admission to school and their regular attendance.  Staff from TES will liaise with SAOs and will work closely with schools in order to ensure that an appropriate, constructive and integrated response is made to these issues.

There is special guidance and advice regarding school attendance of Gypsy, Roma and Traveller pupils whose parent/carer is engaged in a trade or business of such a nature that requires them to travel to place to place. Please see the National Strategies document “Attendance Advice: Gypsy, Roma and Traveller Children”
6.19
Virtual School – Looked After Children

The Learning Trust provides a dedicated resource to offer educational support to looked-after children.  This service works closely with schools, social care and other support services in order to promote the education of looked-after children. The school attendance of looked-after children is supported through the use of the Welfare Call system. 
6.20
Young Hackney

Young Hackney is a service for all 11-19 year olds in the borough. It gives young people the opportunity to enjoy their youth and supports their transition to independent and successful adulthood. The service brings together many of the functions of the former Youth Service, Youth Support Team and Youth Offending Team. The service offers:-
	

	
	• activities for all young people including youth clubs; sports and arts activities; youth participation; volunteering opportunities; and accreditations and awards such as Arts Awards and the Duke of Edinburgh’s Award Scheme.
• additional support for those who need it, for example, advice and guidance around health, housing and employment, or help for young people with disabilities
• support for young people at-risk of offending who may be experiencing difficulties in their family or with education or training. 


6.21
14-19 Partnership

The 14-19 Partnership priorities support engagement of all learners by developing educational provision that meets the needs of all learning styles and learners. In addition the Hackney 14-19 CEIAG Strategy promotes more directed and /or early multi disciplinary targeting of Yr 7/8 cohort of pupils that are in danger of disengagement. Greater use of the Foundation Learning pathway will lead to greater levels of participation, attainment and progression at Entry and Level 1, improving the life chances of learners aged 14 and over. This will help reduce the numbers of young people who are at risk of becoming part of the NEET cohort and support smooth transition from KS4 onwards. The use of electronic systems to record students on offsite provision are being encouraged as part of the 14-19 partnership reforms that will support the Attendance Team. A significant development for the present Yr 9 and Yr 8 is the raising of the participation age to 17 and 18 respectively. The 14-19 team are leading on this development linking with key TLT teams and outside agencies in preparation for 2013.
It is important to ensure that communication across the partnership is effective at a pre-statutory stage when risks with regard to attendance and engagement are identified. A whole school and external multi agency early intervention approach is required for KS3 pupils at risk, so as to ensure that they are directed into suitable KS4 provision. This is essential in ensuring that these pupils do not ultimately become NEET at age 16. With robust early intervention this can prevent attendance problems becoming entrenched.

PART 2 – SCHOOLS

7. 
Expectation of School's Role in respect of Attendance

The greatest difference can be made by the school itself.  The school should have systems to alert them to deterioration in attendance or of developing patterns of absence at an early stage. Intervention at this point can prevent problems escalating.

Schools should have their own plan for improving attendance. This should be a whole school approach where there is a designated senior leader with all responsibilities clearly defined.

Schools should

· Ensure that an up to date Attendance Policy is in place.

· Ensure attendance practices are understood by all school staff and that attendance practice is followed consistently.

· Provide an accurate and consistent registration system.

· Make first day phone contact to all parents/carers whose child is absent without notification.

· Log pupils’ movement in and out of school.

· Ensure that routine letters are sent out at the earliest opportunity following absence.  These reflect the importance of attendance.

· Ensure that attendance is a fixed agenda item at the school meetings.

· Ensure that parents are aware of the importance of regular attendance and understand their role and responsibilities in supporting school attendance.

· Access staff training on attendance issues.

· Ensure that systems to track and challenge sporadic absence are thorough, and provide "catch up" opportunities for work missed during absence.

· Provide incentives for good attendance, e.g. league tables for individual forms, attendance competitions

· Ensure regular emphasis on the connection between attendance and attainment, e.g. in assemblies.

· Provide weekly information to parents/carers of children whose attendance deteriorates.

· Provide individual attendance targets for pupils; All PA pupils should have an Individual Attendance Plan.

· Provide meetings with parents/carers to address attendance issues.  Consider use of Parenting Contracts.

· Ensure that patterns of attendance across the form groups are examined by Head of Year.

· Ensure parents/carers are aware of the guidance regarding holidays in term time and of the impact this can have on their child's overall achievement.

· Ensure that staff regularly patrol the school building and surrounding areas to ensure pupils are not truanting in the vicinity of the school.

· Appoint an Attendance Lead to deal with all attendance issues including the analysis of data and to carry out daily, random post registration truancy checks.

· Ensure that all relevant information re: destinations for pupils who are de-registered are ascertained from parents / carers prior to de-registration, and shared with Hackney Learning Trust in order to ensure that young people have continuous access to educational provision.

The following is strongly recommended.  

· Schools should produce a policy including early intervention thresholds with a clear escalation process when a trigger point is reached.  

· Identify resources, including human resources to administer and manage the process of managing attendance.  Ensure adequate time is allowed to meet the roles in the policy

· Identify an Attendance Lead to act as overall leader and manager (see below).

· Ensure administrative and support staff have clear responsibilities and procedures to follow in order to promote and manage attendance.  Ensure they have the time and the permission to follow procedures through.

· Agree a sampling period, usually the previous half-term’s attendance for each child.  On this basis, categorise each child in the school according to the following thresholds.
· For pupils whose attendance still continues to deteriorate, multi disciplinary discussion needs to take place with regard to child’s needs, barriers to education, work already undertaken and whether there are other appropriate providers that can be considered to enable the child to access appropriate education.
8. 
Roles and responsibilities of School Staff

	School roles
	Responsibilities

	Head teacher
	· Set challenging targets to meet national averages for the school overall.  Ensure strategy is devised to make solid progress towards them.  

· Appoint the Attendance Lead at a reasonably senior level.  Provide sufficient time for Attendance Lead to supervise attendance management and to become involved with poor attenders.  Also ensure there is sufficient time to analyse data, liaise with teachers and Local Authority officers.  Give the Attendance Lead the full responsibility to lead on whole school policy and strategy.

· Receive reports on attendance at whole school, year group and class level.  Discuss both strengths and weaknesses publicly and give attendance a high status in the school.  Talk personally to teachers whose classes show poor attendance.  Encourage these teachers to take responsibility for making improvements.  

· Take a personal interest in attendance and support intervention with the poorest attenders.

· Report statistics to the Attendance Governor and as part of the termly report to governors.  Show comparative figures, not isolated statistics.  Compare each half-term’s figures with those for the previous year at the same time.  

	School Attendance Lead
	· Work with the Head teacher to agree relevant internal attendance targets. Monitor attendance weekly and evaluate progress towards the targets.  Identify pupils who are likely to jeopardise the school’s performance and plan early intervention to avoid bad habits being established.

· Monitor attendance at school, year group and class level.  Work in strong collaboration with the Head teacher to praise strengths and point out weaknesses.  

· Ensure there is a clear attendance policy, showing who will do what and at what threshold.  

· Keep attendance at the forefront of each member of staff’s mind.  Convince all staff that attendance is their responsibility.

· Promote regular attendance, by making use of reward systems, assemblies, parents’ evenings, performance reviews, etc.

· Involve the governing body, mainly through the Attendance Governor.  Seek the support of governors in promoting good attendance.

· Supervise administrative staff.  Ensure registers are checked daily and that the required action at each threshold level is taken at the earliest moment possible.  Discourage any sense of collusion with parents who allow absence without good reason.  

· Revise strategy to address issues with each individual pupil or family.  

	Class Teacher / Form Tutor
	· Do not accept poor attendance.  Make 100% attendance the expectation.

· Promote regular attendance through rewards and other encouragement.  Make it your business and make it clear that poor or erratic attendance is not expected or acceptable.  

· Ensure that registers are always completed appropriately; never leave blank spaces.  Never complete in pencil.  Never amend with correction fluid.

· Look carefully at attendance data.  Make it your business to spot patterns of absence and overall levels of attendance of individuals.

· Make a personal connection with parents of pupils who have regular absence, or patterns of irregular attendance.

· Ensure the Head teacher or Attendance Lead is informed of concerns over attendance.

· Following absence, do your best to provide catch-up opportunities so absentees do not fall behind.  Where appropriate, ask parents to play a part in reinforcing missed learning.

	Attendance Administrator
	· Follow the school’s procedures for first day calling.  If no explanation has been received by the time registers close, seek one.

· Be prepared to be assertive.  Parents must explain absence.  Explanations need to be plausible.  Avoid any sense of collusion with parents over unnecessary absence.  

· Do not show sympathy over absence unless you are convinced it is genuine.  

· Issue attendance letters where required.  Make sure they have the effect intended.  Do not tolerate a lack of response.  Seek advice when you need it.

· Hold regular discussions with the Attendance Lead.  Ensure the system works.  If it does not, come up with suggestions to improve it.

· Advise the Attendance lead of any teacher who fails to maintain the register properly.  Registers are legal documents and must be kept carefully and accurately.

· Provide data on weekly basis to class teachers and the school’s Attendance Lead.  

· Make sure the Attendance Lead and/or the Head teacher know about families where bad habits are forming.  Make sure action is taken to break bad habits at the earliest opportunity.  

· Assist the Attendance Lead, Attendance Officer and others in collating data for inclusion in reports, attendance returns, etc.

· Check and file all absence notes that are received, and ensure that details are reflected appropriately through categorisation of absence in the registers.

· Pass messages from parents efficiently to the class teacher or other relevant member of staff.


9. Shared responsibility between School and Education Attendance Service

· Regular monitoring of attendance levels across whole school, classes, year groups, tutor groups and at individual pupil level, particularly persistent absentees and other vulnerable groups.

· Continued liaison (after referral to EAS) with pupils and families.

· School based strategies and interventions – meetings in school, re-integration programmes, meetings with parents, report and monitoring systems.

· Appropriate categorisation of absence, advised by SAO if necessary

· Maintenance of records relating to contact from parents, submission of notes, telephone contact, medical certificates, change of address etc.

·  Attendance Officers to maintain accurate and contemporaneous notes of contact and interventions with pupil and family

· Monitoring of vulnerable groups, especially children in public care, children on the Child Protection Register, young offenders, and pupils with high mobility factors.

10.

Thresholds

	Thresholds
	The following are suggested actions at each threshold:



	100%>


	Reward regular attendance

	<95%

	Pupils with attendance at, or below, 95% (equivalent to one session missed every two weeks)  - Hackney Child Well Being Framework – Universal services
· For each absence, a designated member of staff makes a telephone call to the family home as early in the day as possible.  

· Unless a satisfactory explanation has been received, a letter is sent to the parent regretting the absence and asking for an explanation for every session missed.

· Ensure appropriate consultation with the Learning Trust School Attendance Officer

	<90%
	Pupils deteriorating to 90% (equivalent to one session missed per week) - Hackney Child Well Being Framework – Universal services
Make first day calls as above.

· Send a standard letter to parent pointing out the deterioration in attendance levels.  

· Remind the parent of the school’s target levels for attendance and the negative effect of irregular attendance on learning.  Require the parent to provide an explanation and comments.  

· Keep in contact with parents on a weekly basis.  Provide encouragement where improvement has been made.

· Ensure appropriate consultation with the Learning Trust School Attendance Officer

	<85% PA
	Pupils deteriorating to 85% (equivalent to 1.5 sessions missed per week on average – the persistent absence threshold from July 2011) - Hackney Child Well Being Framework – Universal Plus and Universal Partnership Plus.
· Maintain the approaches set out at the previous thresholds.  The Head teacher should be involved and should add weight to any interventions already in place.

· Ask parents to attend a meeting in school with Attendance Lead, or with a panel of governors, chaired by the Attendance Lead.  Use the meeting to investigate why pupil has missed 1.5 sessions per week on average and is now a persistent absentee.  Discuss 

· detrimental effect on learning.  

· Warn of likelihood of referral to the Local Authority Attendance Service unless improvement is made.  

· Reach agreements for rapid improvements over the next half term.  

· Remind the parent that full attendance is the aim and that anything less than 95% will cause concern.  

· Consider using a parenting contract between school and parent.

· Monitor attendance very closely and keep in weekly contact with the parent, either to praise attendance levels or to show ongoing concern.  

· Referral to the School Attendance Officer should be considered at this stage.

	<80% 
	Pupils deteriorating to 80% (equivalent to one day or two sessions missed per week) Hackney Child Well Being Framework – Complex / High Risk
· This was the persistent absence threshold pre-July 2011.  

· Refer to School Attendance Officer (if this has not already taken place) and meet to plan action.  


11.
Analysis of attendance data

11.1
All schools should be able to provide data on:-


-     Overall and Persistent absence levels


· Individual pupils, attendance, unauthorised and authorised absence, exclusions, lateness, approved educational activity, dual registration etc (see Appendix 2)
· Whole school data, in order that key pastoral staff and SAO can agree where resources can be focussed

· Termly attendance data, submitted to Information Services by agreed schedule.

11.2
There are a range of evaluation tools available to analyse data and officers from the Education Attendance Service can advise on this. The attendance data may be correlated with data on behaviour in order to identify pupils most at risk. 

11.3
Links can also be clearly identified with attainment data, which allows for questions to be raised in relation to curriculum.  For example, 

· How appropriate is the delivery/support in terms of meeting pupils’ needs? 

· Are there Special Educational Needs issues which have yet to be investigated?

Appendix 1 – Attendance Data.

Attendance Data 03-12 (2 term)

	Primary
	03/04
	04/05
	05/06
	06/07
	07/08
	08/09
	09/10
	10/11
	11/12

	Hackney
	93.51
	93.65
	93.55
	94.36
	94.15
	94.40
	94.57
	94.67
	95.6

	Nat. Ave.
	94.51
	95.57
	94.24
	94.82
	94.65
	94.54
	94.66
	94.86
	

	Difference
	-1.00
	-1.92
	-0.69
	-0.67
	-0.5
	-0.14
	-0.09
	-0.19
	


	Secondary
	03/04
	04/05
	05/06
	06/07
	07/08
	08/09
	09/10
	10/11
	11/12

	Hackney
	92.18
	92.75
	92.94
	92.73
	93.40
	93.14
	93.92
	94.00
	94.8

	Nat. Ave.
	91.95
	92.18
	91.76
	92.14
	92.70
	92.72
	93.16
	93.48
	

	Difference
	+0.23
	+0.57
	+1.18
	+0.59
	+0.70
	+0.42
	+0.76
	+0.52
	


Appendix 2
National Attendance Codes, Descriptions and meanings

	Code
	Description
	Meaning 

	/
	Present (AM)
	Present

	\
	Present (PM)
	Present

	L
	Late ( before registers closed)
	Present

	
	See also code U – unauthorised, if so late registers were closed
	

	D
	Dual Registration (i.e. pupil attending another establishment
	Approved Educational Activity

(counts as PRESENT for attendance registration purposes)

	B
	Educated Off-Site (NOT Dual Registration)
	Approved Educational Activity

	V
	Educational visit or trip
	Approved Educational Activity

	P
	Approved sporting activity
	Approved Educational Activity

	W
	Work experience
	Approved Educational Activity

	J
	Interview
	Approved Educational Activity

	
	
	

	I
	Illness (NOT medical or dental appointments etc)
	Authorised absence

	M
	Medical / Dental appointments
	Authorised absence

	S
	Study leave
	Authorised absence

	H
	Family Holiday (that has been agreed in advance with school)
	Authorised absence

	F
	Extended family holiday (that has been agreed in advance with school)
	Authorised absence

	
	See also code G – Family Holiday 

(unauthorised – not agreed in advance with school)
	

	R
	Religious observance
	Authorised absence

	T
	Traveller absence 
	Authorised absence

	E
	Excluded (no alternative provision made)
	Authorised absence

	C
	Other authorised / exceptional circumstances (not covered by any other appropriate code/description) this includes enforced closure for some pupils
	Authorised absence

	
	
	

	N
	No reason yet provided for absence
	Unauthorised absence

	U
	Late (after registers closed)
	Unauthorised absence

	O
	Unauthorised absence (not covered by any other code/description)
	Unauthorised absence

	G
	Family Holiday (NOT agreed in advance OR days in excess of agreement)
	Unauthorised absence

	
	
	

	#
	School closed to pupils
	Not counted in possible attendances

	Y
	Enforced closure (of whole school)
	Not counted in possible attendances

	X
	Non-compulsory school age absence
	Not counted in possible attendances

	
	
	


Please see Appendix 6 re: amendment to Pupils Registration Regulations re: severe weather and travel restrictions – ‘Y’ code.

Appendix 3
Statutory Intervention – Attendance

The Education Attendance Service carries out the Local Authority’s legal function to enforce school attendance. The available measures are as follows.

Prosecution of parents under sections 444 / 444 1 (a) of the Education Act 1996

S444 Education Act 1996 states ‘if a child of compulsory school age who is a registered pupil at a school fails to attend regularly, his / her parent is guilty of an offence’. This offence is one of ’strict liability’, a legal term that means that the offence is committed whether the parent knew the child was absent or not. It is not a defence to say that the parents have tried everything in their power to get the child to school. The parent's efforts could be raised in mitigation if they were found guilty but would not amount to an outright defence. Defences against s.444 are specific and set out in that section of the Act.

The penalty for the offence is a fine of up to £1,000 for each parent. One of the available defences, absence due to an ’unavoidable cause’, only relates to a cause connected with the child.

Under Section 444 (1a) Education Act 1996 as inserted by s72 Criminal Justice and Courts Act 2000, both parents can be prosecuted for an aggravated offence when the child fails to attend school with the parent's knowledge but the parent fails without reasonable excuse to cause the child to attend. This offence carries a maximum fine of £2,500 and/or 3 months imprisonment.

The aggravated offence was introduced after the consultative exercise ‘Tackling Truancy Together’. If parents facing the aggravated offence fail to turn up at court it is likely that a warrant for their arrest would be issued. 

The possible outcomes following a conviction for the lesser offence are a fine, an Education Supervision Order, Community Order, a Parenting Order, a Conditional Discharge or an Absolute Discharge. For the aggravated offence, a custodial sentence is possible.

School Attendance Orders s.437-443 Education Act 1996

School Attendance Orders (SAOs) are used when a child of compulsory school age is not registered at a school and not receiving suitable education and where the authority believes that the child should attend school. They are not to be used for children who are on the roll of a school. Failure to comply with an SAO will lead to a prosecution under section 443 and is a criminal offence carrying a maximum fine of £1,000 per parent.

Education Supervision Orders s.36 Children Act 1989. 

An Education Supervision Order (ESO) gives the LA more control in educating a child of compulsory school age. The LA may apply for an ESO instead of prosecuting the parents for poor attendance. ESOs are 1989 Children Act orders and as such the welfare of the child is paramount. Parents must obey the reasonable directions given under an ESO and persistent failure to comply with reasonable directions is a criminal offence carrying a fine of £1,000.

Parenting Orders.

Magistrates may impose a Parenting Order under s8 Crime and Disorder Act 1998 if this would help prevent further pupil absence. The order will require parents to attend counselling or guidance sessions for up to three months. It may specify other requirements, for example ensuring the child is escorted to and from school for up to 12 months. Non compliance with a Parenting Order can result in a further prosecution by the Police and carries a fine of £1,000 if convicted.

Penalty Notices for parents of Truants.

Subsection (1) of section 23 of the Anti-Social Behaviour Act 2003 introduces penalty notices as an alternative to prosecution. The penalty is £50 if paid within 28 days, rising to £100 if paid after 28 days but within 42 days of receipt of notice. From September 1st 2012, the level increases to £60 / £120. The EAS are responsible for the issuing and collections of notices and fines. If the attendance of a child improves but the fine remains unpaid then the parent must still be prosecuted under section 444  Education Act 1996

Appendix 4.

Term time holidays.

1
It is important to note that, as with all absence, it is the Head teacher and Governing Body who decide whether an absence is authorised or not.  Holidays in term time are not, under any circumstances, an automatic right. The Local Authority strongly suggests that term time holidays should be discouraged wherever possible, and that the following should be considered.

· A holiday in term time should be related to exceptional circumstances.

· That the granting of a request should be linked with an expectation of otherwise full attendance.

· Only one period of up to 10 days absence in any academic year should be considered.

· Parents should be informed that any absence taken without permission will be unauthorised and that this could be used by the Local Authority to strengthen a case for Penalty Notice / Prosecution where overall attendance is unsatisfactory.

2
Parents should not normally take pupils on holidays in term time. Each request for holiday absence should be considered on its merits and should take account of:

· the child’s stage of education and progress to date;

· the overall attendance pattern of the child;

· the time of year of the proposed holiday and its nature (for instance its apparent educational benefit).

3
In arriving at an overall policy, schools should bear in mind that a pupil who takes a term-time holiday for 10 days in a single academic year can achieve a maximum of 94.7% attendance, assuming no additional absence.  

4
In exceptional circumstances, for instance the death of a family member living in another country holidays may be authorised for a period in excess of 10 days.  Under these circumstances, schools may delete from their roll any pupil who fails to return within 10 days of the agreed return date
.  However where there is good reason for continued absence this should not be done. 

5
Care should be taken over the way absences are categorised in order to ensure that the school is not penalised unnecessarily for unauthorised absence levels.  If the parent of a child who otherwise attends regularly decides to take leave without permission, it would normally be made clear that the school will not authorise the absence.  However, there may be little to gain in adopting this position if the child normally attends regularly. On the other hand, where a child is frequently absent to the holiday absence should remain unauthorised.  This will provide additional evidence to support any potential legal action. School Attendance Officers can provide further advice if required.

Appendix 5
Target setting for attendance and absence:  attendance codes and PLASC

1
The Education (School Attendance Targets) Regulations 2007 required governing bodies of maintained schools to set annual targets for reducing the number of absences from school, and to submit these targets to the Local Authority. From 2012 this requirement no longer exists but Hackney Schools are encouraged to continue to establish absence targets to assist in continuous improvement.
 

2
From September 2006 a new national set of registration codes was introduced (See Appendix 1). These are intended to enable the reason for each session of absence to be included in the census data for each pupil.  For this to be helpful and accurate office staff must be trained and have sufficient time to maintain the electronic register correctly.  Provision must also be made for staff to follow-up absences to ensure they are coded correctly. 

3
The Pupil Level Annual School Census (PLASC)


The Pupil Level Annual School Census (PLASC) is a termly electronic return.  Information about absence will be collected for each pupil who has attended for at least one session during a particular period.  The periods and dates of returns are as follows...

· Between 1 September - 31 December on 3rd Thursday in January

· Between 1 January - Easter Sunday on 3rd Thursday in May

· Between Easter Monday - 31 May on 3rd Thursday in September

The September census will also collect data for 1 September to 31 May.  This will replace the annual Absence Return.

4
Amendment to Pupils Registration Regulations re: severe weather / travel restrictions
An amendment has been made to the pupil registration regulations to add a new exceptional circumstance in which a pupil may be marked as unable to attend on the school attendance register. The amendment is intended to capture circumstances in which pupils are unable get to school because of serious disruption to travel caused by:

· a weather-related emergency, such as snow or flooding 

· a natural disaster, such as the impact on air travel of a volcanic eruption 

· a health-related emergency, such as restrictions on travel in certain areas related to a foot and mouth outbreak 

· travel disruption caused by the rationing or non-availability of fuel. 

Once the Education (Pupil Registration) (England) (Amendment) Regulations 2010 come into force, regulation 6(5) will read as follows:

(5) The exceptional circumstances in which a pupil may be marked as unable to attend are where-

(a) the school site, or part of it, is closed due to unavoidable cause at a time when pupils are due to attend; or

(b) in the case of a pupil for whom transport to school is provided by the school or a local education authority, and whose home is not within walking distance of the school, that transport is not available.

(c) a local or national emergency has resulted in widespread disruption to travel which has prevented the pupil from attending school.

The amendment sets out the circumstances which would justify schools' use of the relevant attendance code (Y code), without itemising every conceivable kind of emergency that would count as exceptional circumstances. Headteachers should use their discretion about when to apply the Y code, while exercising that judgment within the parameters of the amended regulation.

The amendment came into force on 1 September 2010 in time for the start of the next school year to cover any potential absences at the start of term due to any large-scale disruption of air travel, such as that caused by volcanic ash, and in readiness for any travel disruption caused by extreme weather this winter.

Appendix 6 – Elective Home Education (EHE).

The law states that all children of statutory school age must receive suitable education. 

The Local Authority has a duty to provide education.

The parent is responsible for ensuring their child receives education.

The Local Authority would encourage all children to attend and receive education in one of its schools or Pupil Referral Units.

However a parent is entitled to choose to educate their child other than by the Local Authority provision.

A parent may choose an independent school or may decide to provide the education themselves or by others.

If a parent chooses to make arrangements for their child other than at school the following procedures will take place.

If child is on roll at school, parent must advise the Head teacher in writing of intention to education other than at school, additionally requesting that child’s name is removed from the school roll.

The school will then notify the Education Attendance Service.

If child is not on a school roll but is of statutory school age parents are advised, although not obliged, to notify the Local Authority of intention to educate other than at school. (Notify the Education Attendance Service, 1 Reading Lane, Hackney, London E8 1GQ. 020 8820 7284).


After notification parents will receive a form to complete and return to the Education Attendance Service which details the arrangements made for providing child with suitable education.

Parents will also receive information about educating child other than at school. This information will include useful names and addresses of organisations independent of the Local Education Authority.


On returning the form to the Education Attendance Service, the Inspectorate Section are notified by the EAS.

An inspector will write to parent to make an appointment to visit to discuss educational arrangements.


The Inspector will compile a report based on their visit and any other information available. The Inspector within the report will have deemed whether the education provided is satisfactory or not.

If the education is deemed satisfactory a review date will be arranged and child’s name will be placed on the register of those children educated other than by the Local Authority.

If the education is deemed unsatisfactory a visit will be arranged by the Elective Home Education Officer with the intention of discussing the available options. Parent will be given time to make amendments to arrangements should they wish to pursue educating other than at school. A further visit will then be arranged by the Inspector to review the arrangements. If the arrangements are still deemed unsatisfactory, the Education Attendance Service will give advice about finding a school place.

ELECTIVE HOME EDUCATION – DE-REGISTRATION FORM

	NAME OF CHILD/CHILDREN:
	

	DOB:
	

	Child’s UPN
	

	Subject to CP Plan
	Yes / No

	Family Religion
	

	English as 1st language
	Yes / No ( If no, which language is first language)

	SEN stage
	

	HOME ADDRESS:
	

	

	

	


	PARENTS

	MOTHER’S NAME:
	

	DOB:
	

	HOME ADDRESS IF DIFFERENT FROM ABOVE:
	

	

	

	PARENTAL RESPONSIBILITY:  
	Y  /  N   (please circle to indicate)


	FATHER’S NAME:


	

	DOB:
	

	HOME ADDRESS IF DIFFERENT FROM ABOVE:
	

	

	

	PARENTAL RESPONSIBILITY:  
	Y  /  N (please circle to indicate)


	Other relevant adults in household / family:  

	

	

	


	OTHER SIBLINGS – please list with names, dob, home address if different from above:

	

	

	


	GP DETAILS:

	

	

	Schools must inform school health and GP of deregistration. 

Please confirm notification to Health Services of removal from roll      Y/N


	ANY OTHER CIRCUMSTANCES THAT SHOULD BE CONSIDERED:

	

	

	

	

	ANY OTHER AGENCIES INVOLVED WITH FAMILY:

	

	

	


Please attach copies of parents’ letter confirming Elective Home Education and any relevant documentation to or from family.

Please return to:

Paul Kelly
Principal School Attendance Officer
The Learning Trust

1 Reading Lane

Hackney

London
E8 1GQ

Email:

paul.kelly@learningtrust.co.uk
Hackney Learning Trust
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