PUPIL ATTENDANCE POLICY

NANSTALLON SCHOOL

D VITAM PARAMU

Everything we do is focused on giving every child the best teaching, environment,
experiences and opportunities regardless of background and circumstance.

Audience School staff, particularly Headteachers and administrative
staff
Local Governing Bodies

Crea?ted 19.09.2024
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Other related policies / procedures Safeguarding and Child Protection
Missing Child
Mental Health & Wellbeing
Positive Behaviour for Learning

Name and contact for Ben Stephenson, head@nanstrallon.cornwall.sch.uk
Attendance Lead 01208831418

Name and contact of Designated Abi Fraser, secretary@nanstallon.cornwall.sch.uk
Attendance Support 01208831418

Officer

Who to report absence to by Abi Fraser, secretary@nanstallon.cornwall.sch.uk,
8.30am on day of absence 01208831418
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1. Introduction, Aims and Why Regular Attendance is Important

A key element of our vision and aims is ensuring a child’s attendance at school. Good attendance is essential
for pupils to get the most out of their school experience, including their attainment, wellbeing, and wider
life chances.

We believe that attendance should not be considered in isolation. It is part of the bigger picture and is
intertwined with the whole ethos and culture of the school. Improving attendance is linked to curriculum,
behaviour, special educational needs support, pastoral and mental health and wellbeing. At the heart of
what we do is helping children to feel that they belong in school, through helping them to feel safe,
welcome, valued, that they have an important role to play and something to contribute.

Improving attendance is everyone’s business. The barriers to accessing education are wide and complex,
both within and beyond the school gates, and are often specific to individual pupils and families. As a
school, we recognise the importance of working in partnership with families to find supportive routes to
improve attendance. Our school has an attendance leader, but attendance involves all staff, governance
and families. Everyone has an important role to play.

It is very important, therefore, that parents/carers make sure that their child(ren) attends
school regularly, and this policy sets out how together we will achieve this. We are committed to
meeting our obligations with regards to school attendance by:

o Promoting good attendance and reducing absence, including persistent absence
o Ensuring every pupil has access to the full-time education to which they are entitled
o Acting early to address patterns of absence

For a child to reach their full educational achievement, a high level of school attendance is essential
throughout the whole of their academic career. It is essential for children to attend school regularly in
order to maximise the opportunities available to them. We will work towards a goal of 96% attendance for
all of our children.

1. We will support parents to fulfill their legal duty to ensure their children of compulsory school
age attend regularly and will promote and support punctuality in attending school.

2. Regular attendance is important because it affects learning. Any absence affects the pattern of a
child’s schooling and regular absence will seriously affect their learning. Pupils’ absence disrupts
teaching routines and will inevitably cause gaps in learning and limit progress.

3. Ensuring a child’s regular attendance at school is the parents’/carers’ legal responsibility and
permitting absence from school without a good reason creates an offence in law and may result
in prosecution.

Failing to attend school on a regular basis is considered a safeguarding matter. Safeguarding the
interests of each child is everyone’s responsibility and within the context of this school, we will adhere to:

e Protecting children from maltreatment whether that is within or outside the home, including
online.

¢ Preventing impairment of children’s mental and physical health or development.

e Ensuring that children are growing up in circumstances consistent with the provision of safe and
effective care.

e Promoting the upbringing of children with their birth parents, or otherwise their family network
through a kinship care arrangement, whenever possible and where this is in the best interests
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of the children
e Taking action to enable all children to have the best outcomes in line with the outcomes set out

in the Children’s Social Care National Framework
(Working Together to Safeguard Children, 2023)

However, we do accept that illness is inevitable on some occasions. Every opportunity will be used to
convey to children and their parents/carers the importance of regular and punctual attendance.

¢ Nanstallon School’s attendance targets are for all children to achieve above 96% with
attendance over 97% seen as excellent attendance.

e Alevel of attendance under 95% is not considered to be regular attendance.
¢ Any child who has attendance under 90% is classified as a “persistent absentee” (PA).

Where a child’s attendance falls below 95%, their attendance record is reviewed and action may be
taken including referral to the Local Authority’s Education Welfare Service, contact home by a member
of staff, invitation to parents to attend an attendance clinic, or request for medical evidence. These
actions will be considered for all children and activated where necessary to help and support the child
and their family to improve attendance at school.

2. Legislation and Guidance

= The law entitles every child of compulsory school age to an efficient, full-time education suitable to
their age, aptitude, and any special educational need they may have.

= Itis the legal responsibility of every parent to make sure their child receives that education either
by attendance at a school or by education otherwise than at a school.

= Where parents decide to have their child registered at school, they have an additional legal duty
to ensure their child attends that school regularly. This means their child must attend every day
that the school is open, except in a small number of allowable circumstances such as being too ill to
attend or being given permission for an absence in advance from the school.

* This policy meets the requirements of the updated Working Together to Improve School
Attendance which became statutory in August 2024 from the Department for Education (DfE), and
refers to the DfE’s statutory guidance on school attendance parental responsibility measures.

These documents are drawn from the following legislation setting out the legal powers and duties that
govern school attendance:

* Part 6 of The Education Act 1996

* Part 3 of The Education Act 2002

* Part 7 of The Education and Inspections Act 2006

* The Education (Pupil Registration) (England) Regulations 2006 (and 2010, 2011, 2013, 2016 amendments)

®* The Education (Penalty Notices) (England) (Amendment) Reqgulations 2013
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This policy also refers to the DfE’s guidance on the school census, which explains the persistent absence
threshold.

All schools make the necessary statutory data returns to the local authority and Secretary
of State.

3. Roles and Responsibilities

3.1 Governance

The Board of Governors are responsible for:

» Recognising the importance of school attendance and promoting it across the school’s ethos
and policies

» Ensuring leaders fulfil expectations and statutory duties
= Reviewing attendance data on a termly basis, discussing, and challenging trends

= Monitoring the implementation and impact of this policy, reporting any concerns to the
Board

= Ensuring school staff receive adequate training on attendance

3.2 Headteacher
The headteacher is responsible for:

= Setting a clear vision for improving and maintaining strong attendance and making sure all
teaching and non-teaching staff know the importance of good attendance, are consistent in
their communication with pupils and parents, and receive the training and professional
development they need

» Implementation of this policy

» Establishing and maintaining an effective culture of attendance at the school

= Whole school absence data and reporting it to governors

= Supervising staff with monitoring the attendance of individual pupils

= Providing evidence for prosecution to Cornwall Council

» Providing evidence for fixed-penalty notices to Cornwall Council

» Monitoring of attendance data across the school and at an individual pupil level

= Working with education welfare officers to reduce absence across the whole school population

» Ensuring the correct use of the school system used to record and monitor attendance

» Agreeing any part-time timetables within the school

3.3 Attendance Lead

* Maintaining effective systems for tackling absence

» Having a strong grasp of absence data at the school and individual pupil level and benchmarking
attendance data to identify areas of focus for improvement

» Working with external agencies including education welfare officers to tackle persistent absence

» Arranging calls and meetings with parents to discuss attendance issues

= Regularly monitoring and evaluating progress, including the efficacy of the school’s strategies
and processes

3.3 Class Teachers
Class teachers are responsible for taking the class register twice a day and submitting this
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information to the school office. The register is taken electronically using the SIMS-Class teachers
positively promote good attendance and alert leadership to any concerns they have or any
patterns they notice in regard to attendance.

3.4 School Office Staff

Designated staff are expected to take calls from parents about absence and record any explanations
provided on the school system.

Any unexplained absences are promptly followed up by the designated office staff or Attendance
Support Officer with an electronic message or telephone call home to the parents/carers to
ascertain the reason for the non-attendance.

Providing regular attendance reports for school staff and reporting concerns about attendance
to the headteacher

3.5 Parents/Carers
Parents/carers are expected to:

= Make sure their child attends every session on time

= Call the school to report their child’s absence by 8.30am on the day of the absence (and each
subsequent day of absence unless a doctor’s note has been provided), and advise when
they are expected to return

* Provide the school with at least 2 emergency contact numbers for their child
» Ensure that, where possible, appointments for their child are made outside of the school day

Who is considered a parent in education law?

Parent’ as set out in Section 576 of the Education Act 1996, defines parent to include: natural parents,
whether they are married or not; any person or body who has parental responsibility for a child (as
defined by the Children Act 1989) and; any person who, although not a natural parent, has care of a
child. Having care of a child means a person with whom a child lives and who looks after a child,
irrespective of what their relationship is with said child.

4. Recording Attendance

The school’s admission register and daily attendance registers are kept in accordance with the School
Attendance (Pupil Registration) (England) Regulations 2024

4.1 Attendance Registers

We keep an attendance register using SIMS and place all pupils onto this register
» The register is an accurate reflection of a pupil’s attendance and a legal document which may
be used as evidence in court
»= The decision on whether to authorise an absence rests with the headteacher

= A staff member takes the attendance register at the start of each morning session of each
school day and once during each afternoon session. On each occasion they record whether
each registered pupil is physically present in school or, if not, the reason they are not in school
by using the appropriate national attendance and absence codes from regulation 10 of the
School Attendance Regulations 2024 (See appendix 1 for the DfE attendance codes)

» The office staff will make any notes on the register with details of the reason for the
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absence.

At our school, all pupils must arrive in school at 8.45am on each school day

The register for the first session (morning) will be taken at 8.55am and will be kept open

until 9.05am

The register for the second session (afternoon) will be taken at 1:10pm and will be kept open until
1.15pm.

4.2 Lateness and Punctuality
A pupil who arrives late:
= Before the register has closed will be marked as late, using the appropriate code

= After the register has closed, children will be marked as unauthorised late, using the appropriate
code.

This means that children arriving after this time will receive a mark that shows them to be on-site, but this
will not count as a present mark. It will mean that they have an unauthorised absence unless the
explanation for the late arrival is accepted by the headteacher, in which case they will be marked as late
using the appropriate code.

If a child has a persistent late record, the parent will be asked to meet with a member of the school
staff to resolve the problem. Parents are encouraged to approach the school if they are having
problems getting their child to school. If the school and parents, working together, are unable to
resolve any ongoing lateness issues, the school reserves the right to bring forward the close of the
register. This means that the child’s lateness will be recorded as unauthorised, which could result in
the Education Welfare Service considering enforcement proceedings against the parent. The school
will inform the parent in writing should this action be necessary.

5. Understanding Types of Absence

Every half-day absence from school has to be classified by the school (not by the parents), as
either AUTHORISED or UNAUTHORISED. This is why information about the cause of any absence
is always required.

Authorised absences are mornings or afternoons away from school for an unavoidable reason like
illness/medical appointments which unavoidably fall in school time, emergencies, or other unavoidable
cause. However, the school encourages parents to make medical and dental appointments out of
school hours where possible. Where this is not possible, the pupil should be out of school for the
minimum amount of time necessary.

Unauthorised absences are those which the school does not consider reasonable and for which
no “leave" has been given. This type of absence can lead to the Local Authority using sanctions
and/or legal proceedings. Examples of this type of absence include:

= Parents/carers keeping children off school unnecessarily
* Truancy before or during the school day
= Absences which have never been properly explained or where supporting evidence has
not been received
= Children who arrive at school too late to get a mark
*  Shopping, looking after other children or birthdays
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= Day trips and holidays in term time.

The parents of any pupil who has attendance below 93% may be asked to provide medical evidence.

Any problems with regular attendance are best sorted out between the school, the parents, and
the child. Some children may be reluctant or anxious about attending school. It is important that
parents are open with the school about reasons for absence.

Many children will experience normal but difficult emotions that make them nervous about
attending school, such as worries about friendships, schoolwork, examinations or variable moods. It
is important to note that these pupils are still expected to attend school regularly - in many
instances, attendance at school may serve to help with the underlying issue as being away from
school might exacerbate it, and a prolonged period of absence may heighten anxious feelings about
attending in future.

5.1 Following up Absence
If any child we expect to attend school does not attend, or stops attending, the school will:

* Follow up on their absence with their parent/carer to ascertain the reason

* Ensure schools safeguarding protocol and process is followed

* Identify whether the absence is authorised or not

* Identify the correct attendance code to use

* Message or telephone all contacts on the first day of absence to follow up on unexplained absences

5.2 Reporting to Parents
Attendance is reported to parents through the school’s communication APP.

Letters are sent out regularly to parents/carers of children whose attendance is a concern. For
those parents/carers of persistent absentees or children who are at risk of persistent absence a
letter is sent home giving them a visual comparison between their child and their peers to help them
understand the impact of the absence.

Please note: a pupil is classified as a ‘persistent absentee’ when they miss 10% or more schooling
across the school year for whatever reason. Absence at this level is doing considerable damage to
any child’s educational prospects and we need parents’ fullest support and co-operation to tackle
this. We monitor all absence thoroughly. PA pupils are tracked and monitored carefully. The school
looks at ways to support the family with improving attendance and may involve the education
welfare officer as needed.

5.3 Legal Sanctions

There is a National Framework for issuing penalty notices that reflects changes to the law introduced
through the Education (Penalty Notices) (England) (Amendment) Regulations 2024.

Where a child is absent from school without authorisation, the parent(s) will be committing an offence
under the Education Act 1996. Schools must consider on a case-by-case basis whether to ask the local
authority to issue a penalty notice to a parent when their child’s absence is recorded as unauthorised
after 10 school sessions within any 10-school week period. This will typically equate to 5 days of
unauthorised absence from school. A school week is a week in which the school meets at least once.

Penalty Notices are issued per liable parent, per child and each carry a fine of £80 if paid within 21
days or £160 if paid after this but within 28 days. Failure to pay the Penalty Notice may result in legal
action.
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Within the law there is an escalation process for repeat cases where any second attendance related
penalty notice issued to the same parent in respect of the same child within 3 years of the first is
charged at a flat rate of £160. A third penalty notice cannot be issued within 3 years of the first, and
prosecution or other attendance intervention should be considered instead.

Absence not authorised by the school may result in a prosecution in the Magistrates’ Court under
Section 444(1) or Section 444(1A) of the Education act 1996, leading to a fine of up to £2,500 and/or
a custodial sentence. Cornwall Council may also apply for the costs incurred in taking the matter to
Court. Schools will collaborate with the Education Welfare Officer who will oversee this process on
behalf of school

5.4 Leave of Absence in Term Time

Only the headteacher can grant a leave of absence when a pupil needs to be absent from school with
permission. Headteachers are expected to restrict leaves of absence to the specific circumstances set

out in regulation 11 of the School Attendance (Pupil Registration) (England) Regulations 2024 . These
circumstances are:

Taking part in a regulated performance or employment abroad: in line with a license issued by alocal
authority or Justice of the Peace or a body of persons approval (BOPA). (For full details please see code
C1)

Attending an interview: for entry into another educational institution or for future employment

where requested in advance by a parent the pupil normally lives with.

A temporary, time-limited part-time timetable: where the pupil is of compulsory school age, both
the parent who the pupil normally lives with and school agree the pupil should temporarily be educated
on a part-time basis for exceptional reasons and have agreed the times and dates when the pupil will be
expected to attend school as part of that timetable.

5.5 Exceptional Circumstances

Only the headteacher can grant a leave of absence for other exceptional circumstances at their
discretion.

All applications should be made in writing using the Request for Leave of Absence form to the
headteacher at least 20 school days prior to the requested leave date.

The headteacher is then expected to consider each application individually taking into account the
specific facts and circumstances and relevant background context behind the request.

If a leave of absence is granted, it is for the headteacher to determine the length of authorised time
the pupil can be away from school.

The DfE does not allow leave of absence to be granted for a pupil to take part in protest activity
during school hours.

The DfE does not consider a need or desire for a holiday or other absence for the purpose of leisure
and recreation to be an exceptional circumstance.

Taking holidays in term time will affect a child’s schooling as much as any other absence and parents
are expected to help schools by not taking children away in term time. Any savings parents think
they may make by taking a holiday in school time are offset by the cost to a child’s education.

The headteachers in the local authority work together and seek advice to ensure consistency and
fair implementation of the policy across the county. Where the decision is made not to authorise
leave in term time, school will inform parent/carers in writing.

On any occasion that school refuses a request for leave in term time, should a parent/carer proceed
with the leave it will be recorded as code (G) (family holiday not agreed or in excess of agreement),
on the school’s register.
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Where a leave of absence has been unauthorised, penalty notices will be considered in line with
Cornwall Council’s Code of Conduct for issuing Penalty Notices in respect of unauthorised absence
or children present in a public place whilst excluded from school.

In the case of repeated fines, if a parent receives a second fine for the same child within any three-
year period, this will be charged at the higher rate of £160. Fines per parent will be capped to two
fines within any three-year period. Once this limit has been reached, other action like a parenting
order or prosecution will be considered. Please, see legal sanction section above.

. Pupils with Ongoing Medical Conditions

Parents/Carers should inform the school of any medical conditions that could impact on Attendance
and Wellbeing.

A Healthcare Plan should be agreed with Health Services on how to ensure the pupil is able to access
their full potential and attend school.

In some cases, a child can be educated at home whereby the school environment is detrimental to
either condition or causes a risk (of infection etc.) to said pupil.

Pupils should not be penalised if their absence from school is related to their medical condition, such
as attending hospital appointments.

To avoid being fined for non-attendance, parents must obtain permission from the school in
advance of the appointment, so that the absence can be treated as authorised.

An absence can also be authorised if the child is too ill to attend school and the school is notified of
that as soon as possible.

A school should not encourage non-attendance, such as sending a pupil with medical conditions
home frequently or preventing a pupil from staying for normal school activities, including lunch.

This will only be justified if it is in accordance with the pupil’s individual healthcare plan and is
necessary.

If a child is regularly sent home at lunch or placed on a part-time timetable which has not been
fully agreed to, these absences may amount to unofficial exclusions.

The Equality Act 2010 states that the school’s governing bodies or proprietors must make reasonable
adjustments to ensure that children and young people with disability are not put at a substantial
disadvantage compared to other students. Therefore, some pupils may be exempt from the
consequences of poor attendance due to their medical conditions, but only if their poor attendance
is supported with medical evidence from medical practitioners.

The Children and Families Act 2014 includes a duty on schools to support children with medical
conditions. This is inclusive of children with conditions such as diabetes.

Schools must make arrangements for supporting pupils at schools with medical conditions and in
meeting that duty they must have regard to the statutory guidance issued by the Secretary of State.

. Strategies for Promoting Attendance

Helping to create a pattern of regular attendance is everybody’s responsibility - parents, pupils and
all members of school staff. Schools will provide parents with details on attendance through regular
correspondence and remind parents about the importance of good attendance on the newsletter.
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Schools talk to the children about the importance of good attendance and meet to discuss attendance
issue with families, offering relevant support when needed.

We follow the following government guidance:

Expect

Aspire to high standards of attendance from all pupils

Monitor Rigorously

Use attendance data to identify patterns

Listen and understand

Discuss with pupils and parents to listen to and understand barriers to attendance
Facilitate support

Explore support that might overcome the barriers, this might include in school support and
external agencies such as the Early Help Hub

Formalise support

plan
Enforce

education

This may include formalising support through a school attendance improvement

Where all other avenues have been exhausted and support is not working or not being
engaged with, enforce attendance through statutory intervention: a penalty notice in
line with the National Framework or prosecution to protect the pupil’s right to an

Providing support first before attendance legal intervention

Voluntary support

Working in partnership with pupils and parents to support in school, helping parents to
access services of their own accord and/or a voluntary whole family plan to
tackle barriers to attendance.

v

v

A J

Formal support

A formal attendance
contract agreed between
the pupil, parent, school

and/or local authority.

Progressing to a legally
binding Education
Supervision Order in the
Family Court if there is
non-engagement and
deemed necessary.

Attendance
prosecution

Where all other routes
have failed or not
deemed appropriate the
case may be considered

A 4

for a penalty notice in
line with the National
Framework or
attendance prosecution
in the Magistrates Court.

A 4

Statutory children’s
social care
involvement

Where there are
safeguarding concerns
and an Education
Supervision Order is not
appropriate or has not
been successful, the
case should be
considered for s.17 or
s.47 statutory social care
intervention.

A 4

v

v

\ 4

Improved attendance

Improved
attendance
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8. Attendance Monitoring

Attendance and absence data is analysed regularly to identify pupils or cohorts that need
additional support with their attendance, and the school uses this analysis to provide targeted
support to these pupils and their families.

The school looks at historic and emerging patterns of attendance and absence, and then develops
strategies to address these patterns.

Pupil-level absence data will be collected each term and published at national and local authority
level through the DfE's school absence national statistics releases. The underlying school-level
absence data is published alongside the national statistics. The school will compare attendance
data to the national average and share this with the governing board.

8.1 Reducing Persistent and Severe Absence

0.

This policy will be reviewed as guidance from the local authority or DfE is updated, and as a minimum
every years.

The persistent absence threshold is 90%.
Attendance less than 50% is considered to be severely absent.
Reducing persistent and severe absence is central to our strategies for improving attendance.

The school will:

Use attendance data to find patterns and trends of persistent and severe absence

Hold regular meetings with the parents of pupils who the school (and/or local authority) considers to be
vulnerable, or are persistently or severely absent, to discuss attendance and engagement at school
Provide access to wider support services to remove the barriers to attendance

Send letters to parents of those children who are at risk of becoming persistently absent
Closer monitoring of identified children

Monitoring Arrangements
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Appendix 1.

Attendance Codes

The following national codes will be used to record attendance information.

Code Definition Scenario
/  Present (am) Present
\ | Present (pm) Present
L Late (before registers closed) Present
B Educated Off-site (NOT dual registration) at an establishment ' Approved Education Activity

approved by the school

D Dual registration (I.e. pupil attending other establishment) Approved Education Activity
P Approved sporting activity Approved Education Activity
Vv Educational visit or trip Approved Education Activity
W | Work experience (final two years of compulsory education). Approved Education Activity
K | Attending provision arranged by local authority Approved Education Activity
Code Definition Scenario
Authorised absence
C Leave of absence granted by the school- Other Authorised, Authorised absence
exceptional circumstances (not covered by another appropriate
code/description). School should approach each case individually. C
code to be used at Headteacher’s discretion.
C1- employment-In a performance supported by a license issued by
a local authority or a BOPA;
C2- Agreed temporary part-time timetable
E Excluded (No alternative provision). Authorised absence
I Iliness not medical or dental etc. appointments) Authorised absence
] J1- Leave of absence for the purpose of attending an interview Authorised absence
for employment or for admission to another educational
institution
M  Medical/dental appointments Authorised absence
R Religious observance Authorised absence
S Study leave Authorised absence
T Traveller absence Authorised absence
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Code

(must have relevant no. next to it)

N

Family holiday (Not agreed, or days in excess of agreement)

No reason yet provided for absence (these should not stay on

Unauthorised absence

school’s register for more than 5 days. If no reason has been
provided after 5 days, schools should change the code to O).

Unauthorised absence (Not covered by any other code/description)

or if school is not satisfied the reason given is an authorised

absence.

Late (after registers closed)

Definition

Unable to attend due to a lack of access arrangements

(local authority failed to put in place)

Untimetabled sessions for non-compulsory school-age

pupils

Unable to attend due to exceptional

circumstances:

Y1-planned transport by county not available
Y2- large scale transport closure in the

area Y3-partial school closure

Y4-whole school closure (e.g. due to

weather)

Y5-child in criminal justice detention
Y6-due to public health guidance or law
Y7-other unavoidable cause (reason must be

recorded)

Prospective pupil not yet on roll

School closed to pupils
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Unauthorised absence

Scenario

Not counted in possible
attendances

Not counted in possible
attendances

Not counted in possible
attendances

Not counted in possible
attendances

Unauthorised absence

Unauthorised absence

Unauthorised absence



Appendix 2

Attendance and Absence Visual Graphic and definitions

There are 175 non-school days in a year and 190 school days each year

190 school
days for your
child’s
education

7 days absence

183 days
attendance in
school

Good — best chance of success

Child gets off to a flying start

Helps their confidence, social
development as well as their
academic progress

97% or above is considered
excellent attendance

10 days absence

Two weeks absence

180 days in school

19 days absence

171 days in
school and the
equivalent of a
month not in
school

95%

Some concern

Harder for your
child to make
progress

School starts
tracking your child’s
attendance closely.

Medical evidence
may be required to
authorise further
absences linked to
illness

Worrying

Your child is now
classified as a
persistently
absent

Education Welfare
Officer
involvement is
likely

28 days
absence 47 days

absence

162 days in
school

85% year on
year = 1 year
absence
during their
primary
education

143 days in
school

Serious Concern

Having a significant impact
on your child’s education and
wellbeing

Legal Action may be taken

At 50% your child is classified
as ‘severely absent’
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Appendix 3

Leave of Absence / Exceptional Circumstance Leave Request Form

The law does not grant parents an automatic right to take their child out of school during term time.
Any absence from school will disrupt your child’s learning. Attendance is vital to academic success
and lost education poses a potential risk of underachievement.

The Department for Education (DfE) no longer allows Headteachers to grant any leave of absence
during term time unless there are exceptional circumstances. The government has made clear that
a term time holiday is not considered exceptional circumstances.

If you consider that your request for absence is exceptional, you will need to complete the form
attached to this notification. A response will be sent to you as soon as possible. If leave is not
authorised and you nevertheless withdraw your child from school, the absence will be recorded as
unauthorised absence.

If your child is absent from school without authorisation, you will be committing an offence under
the Education Act 1996. We may submit a request to Cornwall Council for a Penalty Notice to be
issued, in accordance with Sections 444A and 444B of the said Act. Penalty Notices are issued per
liable parent, per child and each carry a fine of £80 if paid within 21 days or £160 if paid after this
but within 28 days.

If your child is further absent from school without authorisation within any 3-year period, you will
be committing a further offence under the Education Act 1996. We may submit a request to Cornwall
Council for a Penalty Notice to be issued, in accordance with Sections 444A and 444B of the said
Act. Penalty Notices for a second offence are issued per liable parent, per child and each carry a
fine of £160, payable within 28 days. Importantly, fines per parent will be capped to two fines within
any three-year period. Once this limit has been reached, other action such as a parenting order or
prosecution will be considered.

Failure to pay the Penalty Notice may also result in legal action. If you are prosecuted and attend
court because your child has not been attending school, you could get a fine of up to £2,500.
Cornwall Council may also apply for the costs incurred in taking the matter to Court, including legal
costs.

Absence not authorised by the school may also result in a prosecution in the Magistrates’ Court
under Section 444(1) or Section 444(1A) of the Education Act 1996, leading to a fine of up to £2,500
and/or a custodial sentence. Again, Cornwall Council may also apply for the costs incurred in taking
the matter to Court, including legal costs.

Money raised from fines is only used by the local authority to cover the costs of administering the
system, and to fund attendance support. Any extra money is returned to the government.

‘Parent’ as set out in Section 576 of the Education Act 1996, defines parent to include: natural
parents, whether they are married or not; any person or body who has parental responsibility for a
child (as defined by the Children Act 1989) and; any person who, although not a natural parent,
has care of a child. Having care of a child means a person with whom a child lives and who looks
after a child, irrespective of what their relationship is with said child.

All requests must be completed on this form; letters will not be accepted. This form should be
returned to the school office at least 15 school days before the start of the absence.
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APPLICATION BY PARENT/CARER

If you consider an absence during term time to be an exceptional circumstance, please complete
this form and return it to the Attendance Office at least 15 school days before the date you wish
to remove your child from school.

Pupil Name: DOB:

Class:

Home Address:

Post Code:

Name of Parent/Carer completing this form:

First day of absence: Date of return to school:

If leaving your home address before the first day of absence, please provide the date on which
you will leave

Total number of days missed: days

Reason for absence:

I understand that if the absence request is unauthorised the school may request that Cornwall
Council issue a Penalty Notice. I understand that a Penalty Notice is issued to each liable
parent/carer of each child taken out of school and that this carries a fine of £80 if paid within 21
days, increasing to £160 if paid within 28 days (or £160 with no option to pay the lower amount if
it is the 2nd penalty notice within a rolling 3-year period). I understand that if I do not pay the
fine, it may result in legal action being taken against me. I understand that parents have a duty to
ensure their child’s regular attendance at school and failure to do so is an offence under Section
444(1) and Section 444(1A) of the Education Act 1996.

Dated ......ooo e
(Please ensure you give at least 15 school days’ notice of the proposed absence)
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Below to be completed by the school: FAO — Headteacher

% Current % Last Year Comments
PUPIE INGME: .. e e e e e e anes Year: ..oveeeenirrennen,
AUTHORISED: -  UNAUTHORISED:

Request has been authorised for the following dates only:

J— to___/__/

Signed ... Headteacher

Date / /

Letter sent / Phone Call / other  Signed: Date:
Action: PN Request Signed: Date:
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