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Introduclion

Green Oaks Primarg is commilted o Providing an educalion of the highesk qualitﬁ for all
Pupils. We believe it is exkremelﬁ imporkank for Pupils lo attend regularlg and on lime. This will
9ive them the best oPPorhmikH lo progress and succeed al school.

Ensuring a child's regular attendance at school is a Po,renk / carer's lego,l resPonsibilikg ond

PermiHing absence from school withoul o good reason may result in Prosecuhon.

Al Green OOI(S Primarg ACOdCMH, we

o PrOViC[C a welcommg o,nd co,r'mg environmenk where O/” members Of Hw Academg feel secure

and VO[UCCL

® exPect skudenks tO arrive on hme eVCI"H dGH

o il suPPort Po,renks in their legal resPonsibilikg lo ensure their child altends school

regularlﬂ o,ncl on hme.

® believe leave of absence should not be laken during term-time. We will nol authorise
requesks for leave of absence during term—ﬁme, excepk in excePHonal/ unavoidable

circumstances.

HOW LO DOth Hw ACOdGMH Of an absence

If your child is unable to altend school due lo illness or unavoidable circumskances, Please

contac} Hw SChOOl on COCh dOH Of absence bH telephonmg H’le SCl’lOOl Offlce an O|604
715249

Please inform us of any Planned absence in aclvo,nce, this includes unavoidable medical

aPPointments during the school daH‘
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To inJ:orm us aboul a P[onned obsence, Please comPleke excephonal absences form which can
be located in the school Oﬂ:ice or be requested from the school OJ.‘fice lo be sent via email o

Hou. As staked o,bove, holidags durmg term Hme wi“ not be o,u,H'morised.

. Aim

Ensu,r'mg all Pupi[s have htgh altendance is a keH Priorikg of the ocademH. Pupils are entitled
lo a fu,“-hme educahon, and we know that Pupils with htgh altendance do betler af school than
those with lugh absence rates. We also know that absence can be a sign of other risks in a
young Person,s life. This Policg aims to show our commiltment o meehng our obligahons with

regards to school o“endance, including those laid oul in the DePartmenk for Educalion’s

(DJIE’S) SITO/ITUkOFH guidance an working LogeHler ITO improve SCl‘lOOl OITITCHdOnCC (alplp[ies J[.TOI"I’I |C|

August 2024)

The aim of this document is fo sel oul how we create and mainkain o Posihve cullure that

supports and values good alfendance. It includes how we aim b

® Promote qood alfendance and punclualily.

® Sel high expeclalions for the altendance and puncluality of all pupils.

® Reducing absence, including persistent and severe absence.

® Ensuring every pupil has access fo the full-lime education fo which they are enlitled
® Aching early o address palterns of absence.

® Bulld’mg strong relahonshlps with fo,milies lo make sure Pupils have the suPPork in Plo,ce lo

a&end SChOOl.

2. Legislahon and guidance
This Polch meels the requirements of GAT's Altendance Polch. The Trust Policg delails the

relevant legislahon and guidance documents. In Parhcular, this Polch co,refu”H fouows DfE

guidance in H’lls area.

Ou,r WOFI( on a“endance is linked ClOSC[H tO our O,PPFOO,Cl’IeS tO safeguardlng o,nci behavlour.
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3. How we Promole a cullure of high exPeclolions in attendance and Punclualilg
o Gl exPeckahons aboul altendance from the oulset — from NurserH onwards.

® Explam lo Parents, carers and Pupils whg good attendance is importank and how it helps

Pupils to H‘»rive.
e Build good communicalion and relahonshlps belween home and schodl.

® |islenlo famllies carefu”H lo f’md oul whg their children are not a&endmg well enough SO

H’lO,IT we can effeChVGlH Plan WO,HS tO overcome Hw barriers tO be&er O,Hendo,nce.

® Cha”enge fo,milies who do not ma|<e sure Hwi H’»eir children O,Hend o,nd are on Hme, but

0[80 SUPPOFk as HCCCSSOFH.

® Support Pupils who have had absences to be reintegratecl back into the school environment

and learning.

k. Qur exPeclahons of altendance and Punclualilg
Puplls must arrive in school bg 8:50am each school claH.

The regisker for the f’trsk session will be taken at 8:50am and will be kept open unkil 4:00am.
The regisker for the second session will be taken alt 12:30 for NurserH and |:OOPm for years
Recephon — Year 6 and will be kepk open until |:|Opm.

Where Po,rents decide to have their child regiskered ata school, Hleg have a legal cluhj lo
ensure their child altends thal school regularlg, this means their child must altend every clo,g
the schodl is open, exPect in a small number of allowable circumstances such as be’mg boo ill bo

aﬂend or be’mg given Permission for an absence in advance from Hle o,caclemH.

(Note - where H’liS POhCH refers ITO a ParenL ilf refers ITO H’le O,dU«“? Hw SCl’lOO[ o,ncl/or lOCGl

auH‘torikH decides is most aPProPria}e lo work wiHm, including:

o All nalural Parents, whether H‘»eH are married or nol.
o All those who have Parental responsibllihj fora child or young person.
® Those who have do,g—ko—do,ﬁ resPonsibilitB for the child (i.e. lives with and looks o,fter them).
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Porenls/Corers are expected lOI

® Make sure their child altends every clag on time.

® Contack H‘»e academg on O|604 7|524q ITO FCPOFIT H’»eir child's 0[’)86”06 before q:OOam on
Hw (103 OJ,' H’LC absence o,nd COCh subsecluenk (1015 Of absence Oﬂd OdViSG when H’teH are

exPected lo relurn.
® Provide the academg with more than | emergency contack number for their child.

® FEnsure H’IO,L where Posslble, aPPointments for their child are made oulside of the school

daﬂ.

® Seek suPPorL where necesso,rg, for mo,into,ining good O,Hendo,nce, bg conkachng Madeline

Dunckleg, Hw Principal, who can be contacked via H‘»e school’s OJ,‘J.‘iCC.

Pupils are exPecled bo:
o Allend school every claH on bime.
o Be Read&j,

® Tell o member of staff aboul any Problem which is making it hard for them to attend school

regularlﬂ o,ncl/or be PUHCI?U«O,L

ClOSS leachers are resPonsible fOFZ

® recordmg O,Hendo,nce on a dailg basis, using H‘Le correck codes, o,nd submiHing H’»is

informahon lo the Oﬂ.‘ice ot 9:00am and |3|0Pm each do,g

® mal(mg Poslhve links with Parents and carers ko work togeHler lo creale o Posihve school

llfe.

® Posihvelg Promohng good attendance and Punctualitg within the classroom with regard bo

H’LC academg's AHCHC[OHCC PO[iCH.
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Office sloff will:

L4 TOI(C CCL“S from Parenks/ carers about absence on a clo,g—ko—claﬂ bO,SiS ancl recorcl ilf on Hw

academg sHstem.

® Record eleckronica“g reasons for absence on each child's regisker. Reasons must be sPeciJ:ic

€g kHPe of illness (nob ‘unwell or ‘sick).

L4 Tro,nSfer CGHS from Parents ITO H’le A&endance Offlcer as OPPFOPFiGte in orcler ITO PFOVlde

them with more delailed suPPort on akfendance.

The designoled senior leader (also known as the ‘senior altendance chompion') is

responsible for:

e Leading, championing and improving alfendance across the school.

o Selling a clear vision for improving and mainlaining good altendance

o Evaluaking and monitoring expectations and processes

« Having a sirong grasp of absence data and oversight of absence dala analysis
e Regularly monitoring and evalualing progress in altendance

° Eskablishing and mamkaming effechve sgstems for tacklmg absence and mal(mg sure H’»eg

are fouowed bH all staH.
° Liaismg wiH1 Pupils, Parents/carers o,nd exkernal o,gencies, where needed

° Buildmg close and Produchve relahonships with Po,renks lo discuss and tackle alfendance

issues.

° Creahng intervention or reinkegrahon Plans in Parknership with Pupils and their

POFCH%S/COFCI"S

° Deliver'mg kargeked intervenlion and suPPork lo Pupils and fo,milies

The alfendance champion is Madeline Dunckleg and can be conlacled via the school OJ,‘J.‘iCC.
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The principal is responsible for:

® Implementalion of this policy af the academy

® Moniloring academy-level absence dala and reporling it to the brush.

® Moniloring the impact of processes and alfendance slralegies

® Monitoring the impact o work with local pariners lo improve altendance in idenlified cases.

® Worl(mg WiH’L lOCOl Po,rkners when J,'OFmCll PFOCCC[UFCS SUCh as Parenka[ COHh‘OCITS, supervision

orders o,nd Penalkg nohces are FCCtUiFCCL

o Communicahng with the local o,u,HlorltH when a Pupll with an educahon, health and care
(EHO) Plan has fall’mg aHendance, or where there are barriers to altendance thal relate bo

the Pupil‘s needs.

® Communicahng the Academg’s htgh exPecto,Hons for attendance and Punctualikg regularlg

kO PUPi[S o,nd POFCHITS H’»rough O,H available channels

5. Recording altendance
We will |<eeP an electronic attendance regisker and Plo,ce all Pupils onlo this register.

We will take our alfendance register ot the stark of the first session of each school do,g and

once during H’»e second session.

We will use the national attendance and absence codes from the School Allendance (Pupil
Regiskrahon) (England) Regulahons 2024.

We Wi” I(CCP CVCFH enh‘g on H’LC O,Hendcmce register J,'Of' 6 HCOFS aﬂer Hw doie an WhiCh H’LC

enh’H was made.

Unplanned obsence

The PUPil,S POFCHHCOFCF must HOH‘FH Hw OCOdeH Of Hw reason J,'OI" Hw o,bsence on Hw J,'ir'SlT
CIO,H OJ.' an unPlanned absence [')lj qOO am or as soon as PFOChCOHH POSSible bH ca”mg H’LC

school office on 01604 715249.

We wi” mar|< absence due I?O i“ness as auH’»orised unless H’Le academg hOS a genu'me concern

aboul the auH’»eanilH of the illness.
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If the aukhenhcitﬂ of the illness is in doubt or the absence is Prolonged, the academg may ask
Hte Pupil's Parenk/carer ko Provide medical evidence, such as a dockor’s noke, Prescriphon,
OPPointment cord or oH‘»er OPProPriake form of evidence. We wi” nok o,s|< for medico,l evidence

unnecessarilg.

IJ: Hle academg is nok sahsﬁed abouk H‘»e auH‘»eanitB OJ,‘ H‘»e i“ness, H‘»e o,bsence wi“ be

recorded as unauthorised and Po,renks/co,rers will be nohfied of this.

Plonned obsence

A“ending a medical or denlal aPPoinkmenk will be counted as authorised as long as the Pupil,s
Parenk/carer nohfies the academg in advance of the o,PPo'mkmenk and Provides evidence such

as a kext messo,ge, emo,il or medico,l aPPointment co,rd.

However, we encourage Parenls/carers lo make medical and dental aPPomlmenls out of school
hours where Possible. Where this is not Possible, the Pupil should be oul of school for the

minimum o,mount OJ,‘ Hme necesso,rH.

The PUPil,S POFCH'F/CO,FCF musf 0[50 O,PP[H JIOF oH’»er |?5PCS OJ.' kerm—hme absence as J.'O/r' in
acivo,nce as POSSible OJ,' H’LC requesked 0[’)86”06. This can be done bﬂ comPleHng a LGOVG OJ,'

Absence form which can be oblained from the school oHice.

Go fo seclion 6 to f'md out which term-lime absences the academg can authorise.

Loleness ond PUDC[’UOlilH

A Pupil who arrives late:
® Before the reglster has closed will be marked as late, us’mg the aPProPriate code.

® Affer the regisker has closed will be marked as absenk, u,s'mg the aPProPriake code.

Laleness and Punctualilg are monitored weeHH as Parl of the Safeguardmg Team meehng.
Contact will be made with Parents where laleness and Punckualitg is a concern so that any

barriers lo O,Hendmg school on fime can be idenhfied.
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Fouowing up unexplained absence

Where OHH PUPL[ we GXPGCIT kO OHTCnd (J,OCS not, or SITOPS aHending WiH’LOUk reason, H’LC academg

will:

Call the Pupil‘s Parent/carer on the morning of the "Firsk daH of unexplained absence fo
ascerfain the reason. If the o,caclemH cannot reach any of the pupil's emergency conlacks,

Hw acaclemH mGHI

O Sencl a texk message LO Hme Parenks/carers Of OHH chi[dren WiH‘t unexplained

absence Gt |OOO

o CarrH out a home visik.
o Conlacl Police/soclo,l care.
Iclenhﬂj whether the absence is aPProvecl or not.

Idenlfifﬂ H’le correck O,Henclance cocle l70 use o,ncl input il7 as soon as Hw reason fOI" absence

is ascertained — this will be no laler than 5 worklng claHs aﬂer the session.

CO,H Hw Parenk/carer on CGCh dGH H’IO,I? Hw absence conhnues WlH’lOU«t eXPlGHGhOI’I l70 ensure
Proper safeguarclmg achon is taken where necessarH. :[f absence conhnues, H’le o,caclemH

wi” consider anolv'mg an educahon welfare Officer or slmilar.

The Acodemg Safeguarding Team reserve the righl lo make a home visil ol any Poinl

during a child’s absence.

Reporhng lO Parenls/ carers

The academH Wl” regularlﬂ ’mform Parenks O,bOUI7 Hlelr chlld‘s a&endance ancl absence levels

leough }ermlg aHendance rePorts.
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6. Aulthorised and unaulhorised absence

APPFOVO[ fOF lerm—lime obsence

The Principo[ will Oan 9r0n£ a leave of absence o a Pupil durmg term lime if H’»eg consider
there o be 'excephonal circumstances. A leave of absence is gro,nted al the Principal's

discrehon, including Hw lengHw OJ.' Hme Hw PuPil is o,unrised to be o,bsenk for.

We def'me ‘excephona[ circumstances' as an unavoidable One-Oﬂ,‘ evenL Examples mo,H include

but are not limited to--
® Funeral of parenk, grandparent or sibling
® Sudden loss of housing through eviction or domeslic violence/abuse
® Weddings of parenls or siblings
® Serious illness of a close relalive

® Parhcipahon in oul of school evenls af a compehhon level and oPero,hng ata lugh level

OJ,‘ achievement in o,rts, sPorL music etc...

The academ}j considers eo,ch aPPlicaHon for term-ﬁme absence individua”g, taking into account

the sPecific fo,cts, circumstances and relevant conlext behind the recluesL

Ang request shou[d be submiHed as soon as it is anhcipated o,nd, where Possible, ol leosl 2
weeks before the obsence, and in accordance with the leave of absence requesk form,
available from the school Oﬂ.'ice. Evidence may be recluired lo suPPork any recluesk for leave of

absence.
Valid reasons for authorised absence include:
e Illness and medical/denlal o,PPo'mkmenks

° Religious observance — where the dag is exclus’welg sek aPart for religious observance
bﬁ the religious bodH lo which the Pupil's Po,rents belong. If necessary, the academg will

seek advice from the Po,renks, religious bodg lo confirm whether the daH is seb o,Po,rL

o Traveller Pupils tro,ve”'mg for occupahonal purposes — this covers Romo,, Engllsh and
Welsh %Psies, Trish and Scoltish tro,ve”ers, showmen (fo,irground People) and circus

PCOP[C, bo,rgees (OCCUPOHOHO[ l’)OOk dWCHCI"S) o,ncl new h‘OVCHCFS. Absence mO/Ij be
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authorised oan when a braveller fo,milH is known o be rrove”'mg for occupohonol
PurPoses ond ho,s ogreed H'»'Ls wiH1 Hw ocodemg, bur rt is nor |<nown wheHmer Hw Pupil is

O,Hending educalional Provision.

Holidogs should not be taken during term lime due to lower cost or Porentol work commitmenls
as H’»eg domoge progress and conhnuihj of leorning. We will not authorise any holidogs unless

in verg excephonol circu,mskonces.

Leg al sanclions

Where all voluntorg suPPorr ophons are unSUCCCSSfUl or nol oPProPriore (such as an
unouH’»orised ho[idog in kerm Hme), Hw [ocol ouH’»orikH can koke forwo,rd legol intervenhon ko
formo,[ise suPPork and / or enforce attendance. This includes f'mes ora Penouﬁ notice. The

orrongements for these Procedures are found via this link

IJ,' BOU take HOUF Child Ouk Of SChOO[ J,'OF an occumulohve tOkOl Of 5 ClO/HS or more (IO SCSSiOﬂS)

(90%) over a Period of 10 wee|<s, the school will deem this as irregulor attendance and will

consider a referrol lo the Local outhoritg for consideralion of legol acion.
This could include:
e a Peno”g Notice Pogoble up lo £160 f'me

o Prosecuhon under skbb (1) Educalion Act chlé, where if convicled you may be f'mecl up
lo £1,000

o Prosecuhon under shbb (1) (a) Educalion Act 1996 where lf convicked you may be f’mecl
up lo EZ,SOO and/or 3 months merisonmenr

1. Supporhng pupils who are absent or reluming bo school

PUPilS absenl due lO COMP[CX barriers lO auendance

We believe that o Proochve and Preventohve oPProoch lowards suPPorhng children's afendance
is the best. However, we understand that there may be comPlex reasons whg a child’s
attendance is not al least 95%. We use a range of resources lo improve this and o support the

child and their familg. This may be leough the Earlg HelP Framework or additional suPPorL in


https://www.westnorthants.gov.uk/attendance-support/penalty-notices-school-non-attendance
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SChOO[ H‘»rough ELSA or working WiH‘t Hw SChOOl‘S PGS[TOFGl team. We mo,g GlSO iI’WOlVC Hw lOCO,l

auH‘»orikH on a case-bg-case basis.

Pupils absent due o menlal or Phgsicol ill health or SEND

Where a child's mental or Phgsical health or ony idenhfied sPecial needs may be imPo,cHng on
their attendance we will work with the child and fo,milﬁ lo understand the nature of the need
and fo P[an strokegies that help suPPork the child, mal(mg reasonable o,djuskmenks where
necessary. This may include a (SOJZIT start o the do,H leou,gh Meet and Greet, o Park—ﬁme
timelable or other aPProPriake skrategies. We may also emploE] the services of oulside agencies
bo suPPork the child with this. Where o Pupil has an education health and care (EHC) Plo,n and
their attendance faus, or the school becomes aware of barriers to attendance that related to
;

he Pupil's needs, the academg musk 'mform the local o,u,HloritH.

PuPils relurning lo school ofler a lengﬂlg or unavoidable Period of absence

Where Pupils reburn to school aﬂer a lengH‘»g or unavoidable Period of o,bsence, we will sPeo,|< lo
Po,rents and trg to ensure thal there are oPPorfuniﬁes lo calch up with missed leo,rmng. Where
we know thal Pupils will be Off for a Prolonged Period of lime bub are menka”g fit (for exo,mple

I.'O“OWiI’lg a hOSPikO[ OPCFOHOH), WOFI( can be senk ITO POFCHITS fOF H’LC Child ITO complete Ok home.

8. HOW we monilor aHendance

Moniloring altendance

The academg will:

L4 Monikor O,Henclance ancl absence clato, wee|<l3, half—termlﬂ, kermlg o,ncl HGOF‘[H across H’le

academg and ot an individual Pupil level.

o Idenhw wheH’»er or nok H’»ere are POFHCU[OF gFOUPS OJ,' children WhOSC Ol’)SCﬂCCS mOH be a

cause J.'Or' concern.

Pupi[—level absence dOkQ Wi” be CO“CCITCCl COCh kerm bH Hw lTUSk o,nd DJ,'E o,nd Published O,k

nakional and local aunritH level leough the DfEs school absence nalional stalistics releases.

The academl:] Wi” comPare OHCHC[OHCC (J,OITO/ ITO H’LC lTUSk o,nd I’lGhOI’lGl o,vero,ge.
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Analgsing ouendance

The academg will:

Analee attendance and absence dala regularlg lo idenhﬂj Puplls or cohorls that need
additional suPPort with their altendance and use this analﬂsls lo Provicle largeted suPPort
lo these Pupils and their families.

I_OOI( Olk hiskoric CH’IC[ emergmg POHCFHS Of aHendance CH’IC[ 0[’)86”06, o,nd H’»en ClCVClOP

Sh‘OITCgiCS kO address H’LCSC POHTCFHS.

Using dala lo improve altendance

The academg will:

Develop kargeked actions to address PaHerns of absence (Of all severilies) of individual

Pupils, groups or cohorks Hwi it ho,s idenhfied via dato, o,no,lﬁsis.
Provide targeted suPPork lo the Pupils it has lclenhfled whose absences may be o cause for

concern, esPeclaHH H’IOSG Wl’lO clemonstroie PG&GFI’IS Of Persiskenk or severecl absence, o,ncl

their famllies (see sechion 8.4 below)

Provide regulo,r attendance rePorts lo class teachers to facilikate discussions with Pupils and
fo,milies, cmd ko Hw governmg board o,nd school leaders (mcludmg sPecial educahonal

needs co-ordinator, designaked so,feguarding leads and Pupil Premium lead)

Use dala to monilor and evaluate the impact of any interventions Puk in Place in order lo

mocliﬂj them and ’mform fuiure sh’ategies.

Share informahon o,nd wor|< co“aborahvelﬁ wiH1 oH‘mer schools in Hw area, loco,l auH’»oriHes
and other Po,rkners where o Pupil,s absence is al risk of becommg Persiskenk or severe,

including keepmg H’»em 'mformed regarding sPecific Pupils, where aPProPriake.

Reducing Persislenl ond Severe obsence

Persistent absence is where a Pupll misses |O°/o or more OJ,‘ school, o,nd severe absence is where

a Pupil misses 50% or more of school.
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The academg will:
® Use altendance dala to f’md PaHerns and lrends of Persiskenk and severe absence.

® Hold regular meehngs with the Parents of Pupils who the academg (and/or local auH’»oritﬁ)
considers to be vulnero,ble, ab risk of or Persistean or severelg absenh lo discuss

OITITCHdOHCG and engagemenk Ok SChOOL

® Provide access fo wider suPPort services lo remove the barriers o attendance such as
O Families oHered suPPork H‘»rough the Earlg Help Assessment process.

O The dro,w'mg up of @ Parenkal conlract bo include sPecific skrategies for imProving

attendance and Punckualik&j.
O Involve the local auH‘»orikH School Abtendance Support Service
q. Moniloring orrongemenls

This Policg wi” be reviewed as guidance from Hw trust or DfE is U,Pdoied, o,nd as a minimum

annua”g bﬁ the Principal.



