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Attendance Policy
Statement of Intent
Portal House School is committed to the continuous raising of achievement of all our students.  Regular attendance is critical if our students are to be successful and benefit from the opportunities presented to them.
One of our basic principles is to celebrate success. Good attendance is fundamental to a successful and fulfilling school experience. We actively promote 100% attendance for all our students and we use a variety of weekly, half termly, termly and annual awards to promote good attendance and punctuality.

The Governors, Headteacher and Staff in partnership with parents have a duty to promote full attendance at Portal House School.
Parental Responsibility

Parents/Carers have a legal duty to ensure that their child attend school regularly and arrive on time.  Regular attendance is essential to the all round development of the child and they should be allowed to take full advantage of educational opportunities available to them.  Poor attendance undermines their education and sometimes, puts students at risk, encouraging anti-social behaviour.

It is the parents’ responsibility to contact the school on the first day their child is absent. This is a safeguarding issue so that all parties know that all children are safe.

Students are expected to arrive by 8.45 am.  All students are met by staff at the taxi drop off area and recorded as present.
The Role of the School Staff
The Headteacher has overall responsibility for attendance.
Form teachers complete an electronic register at the beginning of each morning and afternoon session.  Marking the attendance registers twice daily is a legal requirement.  Teachers mark students present, absent or late.  The Form Teacher notifies the Headteacher or SENCO of children whose attendance is causing concern.

It is the responsibility of each form tutor to ensure:

· Attendance and lateness records are up to date 

· If no reason for absence has been provided, parents are contacted on the first day of absence, usually by the class T.A. or person responsible for transport.
· Where there has been no communication, letters are sent to parents requesting reasons for absence with a seven day reply deadline before the absence is unauthorised

· The appropriate attendance code is entered into the register (National Attendance Codes)

· Parents informed termly of child’s attendance figure 

Timeline of School Action for Low Attendance

· 95 - 100% attendance - form teacher to investigate and notify J. Cador, SENCO. 
· 90 - 95% attendance - monitored through monthly attendance item checks by J. Cador SENCO.
· Below 90% -Individual cases discussed with the Headteacher and advise Attendance Service of child is necessary.
Children Missing Education

No student may be removed from the school roll without consultation between the Headteacher and the Early Help and Preventative Service.  Where a student is missing from education, Local Authority guidance should be followed.

Lateness

At Portal House School the register is taken at 9 am and 1.05 pm.  Students arriving after these times must report to the office where their name and reason for lateness will be recorded.  The students will be marked as late before registration has closed (Code ‘L’).  

Lateness is not usually an issue, at Portal House, as most students arrive via a KCC taxi.
If, however, lateness was an issue, the following will apply:

Frequent lateness will be discussed with parents over the phone or in person at a meeting and may if persistent be referred to the Early Help and Preventative Service. 

Authorising Absence

Only the Headteacher can authorise absence. Where there is doubt, the Headteacher, on behalf of the governing body, should take a consistent approach.  The absence must be unavoidable. The Headteacher is not obliged to accept a parent’s explanation, a letter or telephone message from a parent does not in itself authorise an absence. If absences are not authorised, parents will be notified.

If no explanation is received, absences will not be authorised. 

The following reasons are examples of absence that will not be authorised:

· Persistent non specific illness e.g. poorly/unwell

· Oversleeping

· Inadequate clothing/uniform

· Confusion over school dates

· Medical/dental appointments of more than half a day without very good reasons

· Child’s/family birthday

· Shopping trip
Attendance and Lateness
If a new student has a history of poor attendance at their previous school, there will be a pre-start attendance meeting held.  The school has a ‘five-step’ approach to monitoring absence and lateness.  It will not always be appropriate to progress through all of these steps or even to carry them out in the order listed.  Responsible staff will use discretion and discuss each case carefully.

‘Five Steps’

1. Where there has been no contact from parents/carers, first day calling for all students.

2. Discussion with Form Tutor and SENCO to identify students with attendance below 90%, monitoring trends in student attendance or lateness.

3. Invite parents/carers to an attendance meeting or organise a home visit.
4. Invite parent/carers into school to review attendance over time and explain next steps.
5. Referral to Early Help and Preventative Services.
Reasons for absence are recorded and retained by the school.  When a referral to the Early Help and Attendance Service is made, the child’s Registration Certificate, copies of all letters sent to parents and minutes of any meetings MUST be attached to the completed AS1 referral form with any other relevant information. 

Local Authority Action

Where there is no improvement in a pupil’s attendance the Early Help and Attendance Officer may, in consultation with the School, take one or more of the following actions.

Early Help and Preventative Service Actions

This may include:

· Home visits

· multi agency meetings 

· Sign posting to supportive agencies e.g. Child and Adolescent Mental Health Service, Social Services and Family Group Conference Service or a referral to Early Help.
· Fast Track to Prosecution

Please find attached
a. Kent School Referral Pathway – Pupil Attendance

b. Early Help and Preventative Services fact sheet

c. Inclusion and Attendance Service – Referral form AS1

Kent School Referral Pathway – Pupil Attendance

Note for school staff: You will already have undertaken some additional work in school to try to improve attendance. If further intervention is required and you are clear that a single agency intervention is sufficient please refer directly to School Liaison Officer. 

If you are concerned about multiple problems please use the following checklist to help you to decide whether you require a notification for wider Early Help intervention:

	Any Family or Parental Problems? 
	(Please circle the chosen answers)

	Mental health problems
	Yes/ No/ don’t know

	Drug or alcohol misuse
	Yes/ No/ don’t know

	Offending or anti-social behaviour
	Yes/ No/ don’t know

	Domestic violence
	Yes/ No/ don’t know

	Poor housing
	Yes/ No/ don’t know

	Family debt
	Yes/ No/ don’t know

	Family bereavement
	Yes/ No/ don’t know

	Long-term or serious illness in the family 
	Yes/ No/ don’t know

	Any other family or parental problem?
	Yes/ No/ don’t know

	
	


If your answer to all questions is “don’t know”, please establish the evidence for possible concern about the family.
If your answer to any of the above check list questions is “Yes”, the case must be referred through Early Help Notification by: 

· Requesting Early Help advice and support from an Early Help Triage team by email (earlyhelp@kent.gov.uk) or phone 03000 419222; or 
· Request for access to Early Help support by completing and uploading a notification form.

Therefore, you do not need to complete the remaining part of this form as this is not the correct referral pathway.

Inclusion and Attendance Service – Referral AS1

	Please return to
	Attendance Service

	
	«Address»

	Completed by
	Name
	

	
	Designation
	

	
	Contact tel
	

	
	Email
	

	
	School name
	


	PUPIL DETAILS

	First Name
	Legal Surname
	DOB 
	Ethnicity
	Language
	Gender

	
	
	
	
	
	


	UPN
	
	
	
	
	
	
	
	
	
	
	
	
	
	NCY
	


	SEN Status
	None
	
	Looked After Child Status
	Y / N

	
	School Action
	
	In the care of KCC
	Y / N

	
	School Action +
	
	In the care of other LA 
	Y / N

	
	Statement
	
	Please specify LA


	CSS Action
	CHIN
	Y / N
	Social Worker Name
	Contact Details

	
	CP Plan
	Y / N
	
	


	CAF
	Currently open
	Y / N
	Lead Professional
	Contact Details

	
	Date closed
	
	
	

	Offered
	Y / N
	If no, please give reason:



	Declined
	Y / N
	If declined, please state by whom:


	PARENT(S)/CARER(S) DETAILS 

If parent(s)/carer(s) live at more than one address, please indicate clearly the address at which pupil resides.

	Title (Mr/Mrs/Ms/Miss)
	1.
	2.

	Surname
	
	

	Forename (in full)
	
	

	Relationship to pupil
	
	

	Contact tel
	
	

	Address


	
	

	Postcode
	
	


	1. What actions have the school taken to address the attendance concerns?

Please attach evidence of ‘First Day Calling’ together with copies of all correspondence, minutes from meetings and any other relevant documentation.

	


	2. Have you advised Parent(s)/Carer(s) of this referral? 
Please note that the Attendance Service is unable to accept referrals unless parents have been advised.
	Y / N


	3. Are Parent(s)/Carer(s) aware that some/all absences have not been authorised?
	Y / N

	Please give details of how they were advised:




	4. Family background. 

	Please give as much information as possible about the family’s circumstances (e.g. any relevant family history and/or recent family crises including parental separation, bereavement):




	5. Are you aware of any issues regarding worker safety that should be taken into account when planning a response (including issues with pupil behaviour)?
	Y / N

	Please give details:




Please ensure an accurate registration certificate is attached and does not include the use of absence code N, or any missing marks.

	Signed:
	
	Date:
	

	Name:
	
	Designation:
	


PRU, Inclusion & Attendance Service - Referral Criteria
(school attendance)
An AS1 referral should only be completed for straightforward attendance cases. Where a case is not straightforward and there are family and social issues, it should be referred to Early Help for more in-depth casework and family support.
Minimum Requirements:
Below 90% overall attendance with recent sporadic periods of unauthorised absence totalling a minimum of 10 unauthorised days.
Evidence to be attached to completed referral form:

· Copies of all letters sent to parents informing them of poor attendance and/or punctuality and informing them that the absence is not authorised.
· Records of meetings/offers of meetings with parents to discuss attendance concerns and written outcome with decisions and actions taken.

· Records of other communication with parents eg telephone calls, Truancy Call log, record of times of late arrival and reasons. An attempt should have been made to contact the parents by phone (not just text). 

· Where there are genuine social or family issues to be resolved, reason(s) why an Early Help Notification has not been completed.
· Registration certificate (appropriately coded eg no N codes and full explanation of B codes, D codes, C codes etc).
· Known medical issues or illnesses have been investigated by the school and/or relevant agency eg School Nursing Service. 

· Details of any other school based intervention.

· Any family circumstances we should be made aware of.
Referrals should be submitted to the PRU, Inclusion and Attendance Service Area Office by post, secure fax, secure email or as a password protected attachment.
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This Policy has been approved by the Governing Body of Portal House School

Signed: …………………………………………………… (Chairman of Governors)

Date: ………………………………………………………

Signed: …………………………………………………… (Head Teacher)

Date: ………………………………………………………

Review Date:   ____________________________________

Positive outcomes achieved including improved attendance





Early Help Assessment and Plan agreed





Family need Early Help intervention - Case is forwarded by School Liaison Officer to Early Help Unit for case work





Yes, and the case is monitored or closed





More school-based intervention is needed - Case is returned to school 





Legal action is appropriate - Case is passed on to the Enforcement Team





A pupil’s unauthorised absences give cause for concern





Meeting in school to decide one of the following three options 





Initial assessment & response within 2 weeks and the school receives feedback on the intervention and outcome





Has the initial response resolved or improved the attendance problem? 





Yes, the case is closed





School receives feedback within 2 weeks from Early Help Worker





Case passed on to relevant District Manager for allocation





Yes, Early Help Notification 





No 





No, the case is referred directly to designated School Liaison Officer using AS1 Referral Form





Does this case need family casework and should be referred into Early Help Notification? – use the attached AS1 Referral Form Checklist or consult your Designated School Liaison Officer





No





Attendance Improved?





School intervention – letter to parents, meeting pupils/parents in school, etc.








1

