Northfield Primary & Nursery School
Attendance Policy

“Every Day Counts”

Introduction:

School attendance is mandatory for all pupils of compulsory school age and it is our
priority to ensure that children attend school. To achieve the best life opportunities for all
children and to access the effective education and the continuity of learning experiences
Northfield offers, it is vital that each child attends school regularly and punctually. School
recognises that parents/carers have a crucial role to play in supporting and encouraging
the good attendance and punctuality of their child/children.

1. Aims
We are committed to meeting our obligations concerning school attendance by:

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

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

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 obtaining permission for an absence in
advance from the school.

2. Legislation and Guidance

This policy meets the requirements of the school attendance guidance 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:

e Part 6 of The Education Act 1996

e Part 3 of The Education Act 2002

e Part 7 of The Education and Inspections Act 2006

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

e The Education (Penalty Notices) (England) (Amendment) Regulations 2013

e This policy also refers to the DfE’s guidance on the school census, which
explains the persistent absence threshold.



https://www.gov.uk/government/publications/school-attendance
https://www.gov.uk/government/publications/parental-responsibility-measures-for-behaviour-and-attendance
https://www.gov.uk/government/publications/parental-responsibility-measures-for-behaviour-and-attendance
https://www.legislation.gov.uk/ukpga/1996/56/part/VI/chapter/II
http://www.legislation.gov.uk/ukpga/2002/32/part/3/chapter/3
http://www.legislation.gov.uk/ukpga/2006/40/part/7/chapter/2/crossheading/school-attendance
http://www.legislation.gov.uk/uksi/2006/1751/contents/made
https://www.legislation.gov.uk/uksi/2010/1725/regulation/2/made
https://www.legislation.gov.uk/uksi/2011/1625/made
https://www.legislation.gov.uk/uksi/2013/756/made
https://www.legislation.gov.uk/uksi/2016/792/made/data.html
https://www.legislation.gov.uk/uksi/2013/757/regulation/2/made
https://www.legislation.gov.uk/uksi/2013/757/regulation/2/made
https://www.gov.uk/guidance/complete-the-school-census

3. Roles and Responsibilities

3.1 The Governing Body

The Governing Body is responsible for:

Monitoring attendance figures for the whole school on, at least, a termly basis
Holding the Head Teacher to account for the implementation of this policy

The Strategic Development Committee and the Full Governing Body meetings
discuss whole school attendance each term looking at patterns and persistent
absentees During these meetings the governing body examine recent trends and
patterns in attendance and compare to historic trends; they benchmark the
school’s attendance against other schools similar in context and view attendance
data on different vulnerable groups such as SEND, PP and children who have a
social worker to ensure their attendance is good. The Governing body set realistic
goals for school attendance with school leaders and support and challenge school
leaders to improve overall school attendance.

3.2 The Head Teacher

The Head Teacher is responsible for:

Implementing this policy

Report school-level absence data and trends to the governors using information
provided by the attendance lead

Deciding upon and issuing fixed-penalty notices, where necessary

Support attendance lead if necessary, with parent/carer attendance panels

In consultation with the attendance lead inform the local authority of
parent/carers who require a fixed -penalty notice.

3.3 Parents/ Carers

Under Section 7 of the Education Act 1996 the parents and carers are responsible for
making sure that their child receives efficient full-time education, suitable to their age,
ability, aptitude and any special needs they may have, either by regular attendance at
school or otherwise. Regular attendance is defined, as “children must be at school every
day that the school requires them to be.”

Parents/ carers must ensure that they are fully aware of the school’s attendance
policy, as any absence will have a huge impact on their child’s learning

Must have their children in class ready for teaching by the start of the day at 8.45
a.m.

Must inform school, by a phone call, via the parent app on ScholarPack, of any
absence on the first day of absence, and keep school up to date of any prolonged
absence. If school are not informed of a reason for absence, this will be considered
as unauthorised

Must request leave least 4 weeks in advance

Must make applications for leave in writing on the school’s ‘Request to Remove a
child from Education’ form, giving the reason for the request
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Must work with the school and The Family Service to improve lateness and
attendance

Need to avoid medical and dental appointments during the school day. Medical
appointments do not normally need a full day so children should only be absent for
the length of the appointment. They should attend school before the appointment
and return to school immediately after

If parents/carers are worried about their child’s attendance at school they should:
in the first instance talk to their child; it may be something simple that needs their
help to resolve, if not then contact school to seek support from the class teacher. If
this cannot be resolved then contact the attendance lead.

3.4 Class Teachers

Class teachers are responsible for:

Recording attendance daily, using the correct codes, and submitting this
information to the school office by 8:50am and 1:10pm

Building strong relationships with parents/carers, listening to barriers for
attendance and working towards removing them for families

Liaising with the attendance lead and the office staff to raise concerns about
attendance and punctuality of the children in their class and then work co-
operatively with the attendance lead and parents/ carers to support any
attendance plans.

3.5 School Office Staff

School office staff are responsible for:

e Taking calls and checking for messages from parents about absence and recording

it on the school system
Follow up any messages where no specific reason has been provided e.g.
parent/carer has said the child is unwell
Making first day phone calls to parents/ carers of children who are absent and
have not informed school of the reason why. Making calls to parents/carers to
arrange meetings with the Attendance lead
Report concerns about attendance to the attendance lead
Completing home visits with the Head teacher or other senior leader when there
are concerns about a child’s attendance or whereabouts
In consultation with the attendance lead, send out letters to parents and
ScholarPack messages in relation to attendance

3.6 Attendance Lead

The school attendance officer is responsible for:

Monitoring, along with the office staff, attendance data across the school at an
individual pupil level



Compile attendance data each week and identify children whose attendance is
falling below the required level (92%) and report this to SLT during the weekly
attendance and safeguarding meeting

Meet with parent/carer to remove barriers which are preventing attendance and
causing persistent absence

Advising the headteacher when to request the local authority to issue fixed-
penalty notices

Supporting staff with monitoring the attendance of individual pupils

Summarising and analysing trends in absence and identifying future actions to
improve attendance and punctuality.

4. Recording Attendance

4.1 Attendance Register

We will keep an attendance register and place all pupils onto this register.

We will take our attendance register at the start of the first session of each school day and
once during the afternoon session. It will mark whether every pupil is:

Present
Attending an approved off-site educational activity
Absent
Unable to attend due to exceptional circumstances

Any amendment to the attendance register will include:

The original entry

The amended entry

The reason for the amendment

The date on which the amendment was made

The name and position of the person who made the amendment

We will keep every entry on the attendance register for 3 years after the date on which
the entry was made.

The register for the first session.

The external doors/gates are opened at 8.35am, children make their way
immediately to their classrooms.

Teachers will make a prompt 8.45 start to learning.

A full attendance mark will be given up to 8.50am, after 8.50am a late mark will be
issued.

Children arriving late will enter school through the main entrance, go straight to
the school office; the lateness will be recorded by the office staff.

At 9.15am the registers will be closed. In accordance with the Regulations, if a
child arrives after that time they will receive a mark -U- which shows them to be
on site, but this will not count as a present mark, it will mean they have an
unauthorised absence.



The register for the second session is taken between 12:55 and 1:10pm.

4.2 Unplanned Absence

The pupil’s parent/carer must notify the school on the first day of an unplanned absence
by 9:00a.m. or as soon as practically possible.

This can be done by telephoning school (01623 625589) and speaking to an office member
or leaving an answer phone message. Parents/carers can also report the on ScholarPack

app.

We will mark absence due to illness as authorised unless the school has a genuine concern
about the authenticity of the illness. If the authenticity of the illness is in doubt, the
school may ask the pupil’s parent/carer to provide medical evidence, such as a doctor’s
note, prescription, appointment card or other appropriate form of evidence. We will not
ask for medical evidence unnecessarily.

If the school is not satisfied about the authenticity of the illness, the absence will be
recorded as unauthorised and parents/carers will be notified of this in advance.

4.3 Planned Absence

Attending a medical or dental appointment will be counted as authorised if the pupil’s
parent/carer notifies the school in advance of the appointment.

We encourage parents/carers 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.

When collecting a child/children for an appointment during the school day children will
only be brought to the office once the parent or carer has arrived at school. They will not
be ready and waiting in reception. Parents need to allow time for the office staff to locate
and collect their child/children in school, this may take a little longer if they are in PE, an IT
lesson or Forest School for example, as well as allowing enough time for them to be able
to travel to their appointment.

Go to section 5 to find out which term-time absences the school can authorise.

4.4 Holiday Requests in Term Time (Request to Remove a Child From Education)

The DfE introduced, in August 2024, statutory guidance stating no holidays will be
authorised in a school term. If parents/carers still wish to remove their child from
education during term-time, they must apply as far in advance as possible of the
requested absence. They should do this by collecting a ‘Request to Remove a Child from
Education’ form from the school office. Any request to remove your child from
education for 5 days/ 10 sessions over a ten-week rolling period could lead to the local
authority issuing a penalty notice or prosecution under section 444(1) of the Education
Act 1996. If issued with penalty notice, the penalty is set at £160 per child per
parent/carer and should be paid within 28 days of the date of which the notice is issued.
The payment must be made directly to the local authority.

If a parent has received two penalty notices over a three-year rolling period, and removes
their child for a third time, (within the three-year rolling period) the local authority may
prosecute via Magistrates court. This decision is the Local Authorities’ and not the schools.
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4.5 Lateness and Punctuality
A pupil who arrives late:

e Before the register has closed (9:15am) will be marked as late, using the
appropriate code

e After the register has closed (After 9:15am) will be marked as absent, using the
appropriate code

If the lateness is regular and sustained and/or impacting upon a child’s progress, the
Attendance lead will arrange a meeting to discuss reasons for the lateness and to offer
support in order to improve the punctuality.

Ten unauthorised late marks in a six-week period may result in a fixed penalty fine being
issued.

4.6 Following Up Absence

Where any child we expect to attend school does not attend, or stops attending, the
school will:

e Follow up on their absence with their parent/carer to ascertain the reason, by
making a first day phone call by 9:30am or as soon as possible

e Ensure proper safeguarding action is taken where necessary

e |dentify whether the absence is approved or not

e |dentify the correct attendance code to use

4.7 Reporting to Parents

e Parents/carers can view attendance data for their child/children on the first page
of the ScholarPack app.

e The final yearly attendance will be reported in the form of a school report in the
last half term of the year

e Attendance meetings will be organised with parents/ carers at the end of each
term if a child’s attendance is of concern. This is normally when a child’s
attendance is below 90% and there has been no sustained improvement. A
discussion will be held in private between the child’s parents/ carers and the
attendance lead or senior leader. Support will be offered and a plan put in place
for the following 6 weeks. An expectation will be that the child’s attendance will
improve over the six week period.

5. Authorised and Unauthorised Absence

5.1 Approval for Term-time Absence

The attendance lead in conjunction/under the authority of the Head Teacher will only
grant a leave of absence to pupils during term time if they consider there to
be 'exceptional circumstances'. A leave of absence can be granted at the Head Teacher’s
discretion.
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We define ‘exceptional circumstances’ as circumstances that could not be reasonably
foreseen and for which there was insufficient time to take the necessary action to
resolve the situation arising from those circumstances.

The school considers each application for term-time absence individually, considering the
specific facts, circumstances and relevant context behind the request.

Valid reasons for authorised absence include:

¢ lllness and medical/dental appointments

e Religious observance — where the day is exclusively set apart for religious
observance by the religious body to which the pupil’s parents belong. If
necessary, the school will seek advice from the parents’ religious body to confirm
whether the day is set apart

e Traveller pupils travelling for occupational purposes — this covers Roma, English
and Welsh Gypsies, Irish and Scottish Travellers, Showmen (fairground people)
and Circus people, Bargees (occupational boat dwellers) and New Travellers.
Absence may be authorised only when a Traveller family is known to be travelling
for occupational purposes and has agreed this with the school but it is not known
whether the pupil is attending educational provision

5.2 Legal Sanctions

The local authority can request penalty notices for unauthorised absences, where the
child is of compulsory school age.

If issued with a penalty notice, the penalty is set at £160 per child per parent/carer and
should be paid within 28 days of the date of which the notice starts. The payment must be
made directly to the Local Authority.

The decision on whether or not to issue a penalty notice may take into account:

e The number of unauthorised absences occurring within a rolling academic year

e One-off instances of irregular attendance, such as holidays taken in term time

e Where an excluded pupil is found in a public place during school hours without a
justifiable reason

If the payment has not been made after 28 days, the Local Authority can decide whether
to prosecute.

6. Strategies for Promoting Attendance

To promote good attendance, the following strategies are used:

Weekly attendance figures are read out in assembly. The class with the best attendance
receives a certificate and a cup. The class with the best attendance at the end of each
term will receive a reward.



Classes with good attendance are celebrated on the home page of the website and on the
termly newsletter.

At the end of each term an attendance assembly will take place. Children with 100%
attendance will receive a small prize in recognition, children with over 96% attendance
will receive a certificate. The class with the best attendance will be recognised.

Children who have 100% attendance for the whole year are presented with a book of their
choice.

Days which show a trend for poor attendance will be identified and one-off incentives will
be chosen to encourage attendance on these days.

7. Attendance Monitoring

The office staff at Northfield monitor pupil absence on a daily basis.

A pupil’s parent/carer is expected to call the school in the morning if their child is going to
be absent due to ill health. It is the responsibility of the parent/carer to phone school
every day that their child is absent to give an update.

Day 1 - If we have not received a phone call from parent/carer by 9:30 a.m. (or as soon as
possible after this time), the office staff will make a first day call. A ScholarPack message
will also be sent. Until contact with the parent/carer is made, this absence will remain
unauthorised.

Day 2 - In the event of a parent/carer not answering the first day call a message will be
left (if this option is available) and a further ScholarPack message will also be sent.

Day 2 onwards If a child/children are subject to a child protection or are deemed a child in
need then the social worker will be informed if required or school are concerned.

Day 3 to 5 — If parents/carers have not made contact by day 3, the attendance lead will be
informed and a home visit will take place to ascertain the whereabouts of the child. A
letter will be posted through the home address of the parent/ carer of the child stating a
home visit has taken place and school need to be contacted as soon as possible by the
parent.

NB: If a child is not seen by school staff by day 3, and/or contact has not been made to
parents/carers, a phone call to the police and/or social care will be made. In addition,
children whose attendance is of concern will automatically proceed to step 3, if contact
is not made on day 2.

If a pupil’s absence goes above the expected number of days for the specific illness, the
school will contact the parent/carer of the pupil to discuss the reasons for this. The school
uses the Public Health guidance to ascertain the recommended number of days required
for illnesses.

The persistent absence threshold is 10%. If a pupil's individual overall absence rate is
greater than or equal to 10%, the pupil will be classified as a persistent absentee. See grid
below:



Term No of Absences
September — October 3% days
1%t Half Term
September — December 7 days
Autumn Term
September — February 10 days
Half Year
September — Easter 12% days
Autumn & Spring Term
September — May 15% days
5 Half Terms
September — July 19 days
Full Academic Year

Process for Monitoring and Intervening: Attendance

School office staff will monitor and track all children’s attendance on a daily and weekly
basis. Any children’s attendance that falls below 92% will be identified and flagged by the
attendance lead. The data will be available electronically for all teachers, including the
Head and Deputy Head to monitor the attendance of children,

Informal school support:

Step 1 — Letter 1 will be sent to any child’s parents/carers whose attendance falls below
90% explaining the attendance has fallen below the acceptable level.

NB: If after letter 1, attendance falls again within 6 weeks they will automatically receive
letter 2.

Step 2 - If a child’s attendance improves, a message will be sent via ScholarPack in
recognition of this.

If a child’s attendance continues to fall, they will receive letter 2. This will ask
parents/carers to make an appointment to speak to the Attendance Lead. At this meeting,
they will be offered further support to improve attendance and inform parents/carers a 6-
week monitoring period will begin. The purpose of this period is to increase the
attendance of the child.

Specialist service support:

Step 3 — If a child’s attendance improves after the 6-week monitoring period, a message
will be sent via ScholarPack in recognition of this.

If a child’s attendance continues to fall, parents/carers will be sent letter 3 requesting they
meet with the Attendance Lead so a more formal attendance plan or referral to relevant
support services can be made. At this meeting, the Attendance Lead will guide
parents/carers towards specialist services that may be able to support parents/carers
more in ensuring good attendance for their child. The Attendance Lead and
parents/carers will write a plan and agreements put in place. This will be monitored daily
by the office staff and reported back to the Attendance Lead.

Issuing fixed penalty notice:



Step 4 — If a child’s attendance improves at the end of the written plan a phone call to
parents/carers in recognition of this will take place.

If child’s attendance continues to fall, parents/carers will be referred to specialist support
and may be issued a fixed penalty notice through the Local Authority.

NB: All attendance letters, meetings, discussions and plans will be added to CPOMS as a
record of the support and help offered.

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 Body.

Process for Monitoring and Intervening: Punctuality

Children who are late must report to the school office and a late mark is entered in the
register on ScholarPack

Informal school support:

Step 1 - Lateness is monitored by the Class Teacher. If they have concerns regarding a
child’s punctuality they will speak with the parent/carer regarding their concerns. They
will record on CPOMS when they had this conversation.

Step 2 - If the lateness continues, the teacher will email the Attendance lead who will
make a phone call and record on ..... If needed a meeting will be held to support with
removing the barriers to punctuality, the child’s punctuality will be monitored for 6 weeks.

Specialist service support:

Step 3 — If a child’s punctuality improves after the 6-week monitoring period, a message
will be sent via in recognition of this.

If a child’s punctuality does not improve, a letter requesting they meet with the
Attendance Lead, will be sent so a more formal plan or referral to relevant support
services can be made. At this meeting, the Attendance Lead and parents/carers will agree
a plan and agreements put in place. This will be monitored on a daily basis by the office
staff and reported back to the Attendance Lead.

Issuing fixed penalty notice:

Step 4 - A referral to Family Service or fixed penalty fine being issued. Ten unauthorised
late marks in a six-week period may result in a fixed penalty fine being issued.

8. Children missing in education
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Who are children deemed to be missing education?

Those who do not arrive at their identified school with no explanation for their absence
* admission intake

Those whose whereabouts ARE known but not on a school roll
* moved into county
* immigration
* child health visits

Those whose whereabouts ARE unknown but on a school role
* migration
* moved out of county / house move

Those who fall out of the education system and not on a school role
* exclusion
* school transfer
* Travellers

Children Missing Education Referral Process (Appendix 1)
Discussion can be held between School and Children Missing Officer

Referral made via email to glen.scruby@nottscc.gov.uk which would include:-
e Name / D.O.B. of young person (include details of known siblings)
e Date of last day in School
e All contact details for parent/carers and emergency contacts
e Aclear record of all attempts/actual conversations with parent/carers
e Contacts with known professionals (CSC, Family Service, Health, Education)
e Actions as a result of visits
e |f known, or indicated inform CMO of the area the family are believed to be in
e Do School have safeguarding concerns?

Do NOT remove the child from your roll until initial checks have been completed by CMO
and have been advised to do so.

Elective home education (EHE) Northfield will follow Nottinghamshire County Council
guidance relating to elective home education.
https://www.nottinghamshire.gov.uk/education/home-education/elective-home-
education

9. Monitoring Arrangements

This policy will be reviewed as guidance from the Local Authority or DfE is updated, and as
a minimum annually by Mrs. Carolyn Burgin (attendance Lead). At every review, the Full
Governing Body will approve the policy.
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10. Links with Other Policies

This policy links to the following policies:

Child protection and safeguarding policy
Behaviour policy

Mental Health policy

Medicine Policy

11. Other Documents

Northfield Primary and Nursery School: Quick guide to school attendance.
(Appendix B)

Northfield Primary and Nursery School: Guidance on childhood illnesses and school
attendance. (Appendix C)

Author: Mrs Burgin
Policy updated & approved: September 2024
Review Date: September 2025
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Appendix A: School Attendance Guidance (flowchart)

GUIDANCE FOR HEAD TEACHERS AND BUSINESS MANAGERS WHERE CHILDREN ARE AT RISK OF MISSING EDUCATION

Remove the leamer from your roll. DO NOT remove
from your roll if statemented without confirmation from
the LA. School file to be sent to EHE at County Hall via

secure mail.

Child not in full receipt of education (25hrs)

Team. Levels of provision

Information should be shared with the Fair Access

will be closely monitored and

Tmancy-smmmmmmmm
childfyoung person is not in school. School/Academy risk assess
before considering a Police response. (prior checks to be
compieted and evidenced upon calling the police, uniess
immediate risk evident). Please be mindful of missing and hidden
missing where young people’s whereabouts are not known to
parenticarers. This can be discussed with the CMO.

SAFEGUARDING - Every child should be accounted for, their whereabouts should be known or a referral made to the appropriate
service. Please be mindful that the MASH is for level 4 safeguarding concems with children believed to be at risk of or actual harm
The Early Help Unit will support with early intervention/attendance. It is important that concems are risk assessed by school. All referrals
should indicate the level of concern and previous actions taken. A referral made to the comect service will help for support fo be in place
in a timely fashion_ If unsure please seek guidance prior to referring.

GUIDANCE FOR REMOVING A CHILD FROM THE SCHOOL ROLL

Gl 3 il 16
mummmmgmsﬁmmmmmwummm
All other deletions breach statutory quidance

13

PLEASE DO NOT REMOVE A CHILD FROM YOUR ROLL UNLESS YOU HAVE RECORDED AND SHARED THE FOLLOWING WITH THE LA:
the full name of the pupil,
the full name and address of any parent with whom the pupil normally resides,
at least one telephone number of the parent,
tl'nepl.plt’s fl.lt'ureadd'eeamd Mna‘uonschonl Ifq:piuable snd

Child / young person is on roll Child moving out Family indicate they are School Allocations
but not attending of county moving abroad intake or in-year admissions rounds

School/Academy to attempt to make contact with Request from the family their Sehool must request and record if allocated and there is not an
parenticarers no later than day 3, best practice day 1. new address and details of "':;’Bﬂfh":*ﬁ"i_"?m"“ mﬁ:ms:‘“:m

Folk int I sch | att i 4 SchoollAcad school. You can't remove Hm‘ school to make attempts

Y .fne: ‘plaaseslu:n:m fnfmrolwiﬁnutmis. ) hmm.?lt.ml
Days 0-10, School/Academy should confinue to make admissions ed@notisce gov.uk i Of’h_'m!d please share with: welcome letter. home visit (where
efforts to engage the family; recording their contact: admissions ed@notscc.oouk || appropriate).
telephone conversations, texts, e-mails, letters, home X - ' If a childiyoung person has been
isits. Liaising with professionals who may be involved. quffulythem._!wscru_nlvnl {translation support) allocated a place at your .
SchooliAcademy should consider what action fotake § || ™ake contact with you, if not, 3 pollacaderny and they do not aive
P B make contact with them to - you inform within
attendance is 10% unauthorised. = If:chuuladu? null m“gﬁ:e days evidencing efforts to engage.
Whereabouts confirmed Whereabouts unknown ¥ e If an application to transfer school during
to be known but not evidencing reasonable If without & new school within . the year (outside of the normal intake
attending education or efforts to locate/make 10 days, a referral should be Children Missing Officer process), the leaving school should keep
engaging with contact with the family. made to: (CMO) them on roll unti i has been confirmed
SchooliAcademy. Children Missing Officer by the new school that they have amved
Y . (CMO) Looked After Children | 3nd have been faken on roll.

o o - _ providing the families new (LAC) Places must be taken up by the start of
Child -ldf;'ngimmtﬂle Refeni'smlhin. I — i e e bl o afhs o pr
threshold riy Help Children Missing Officer , contact | T ——— | been For L .

the Fam CMO summary of efforts made by If a LAC is moving placement allocated. For places allocated in
through iy { ) n the fami and no langer attanding the summer term 2018, the place must
Service (level 3 Pathway | No later than day 10 when |  3¢hool to engage the family. 1 shouid ligise with the || Betken up before the end of the

to Provision). Make a there is no explanation for — o summer term.

referral to the Early Help absence and above Child is of statutory TR T DR ——
Uniit via an EHAF school age but not Social Worker. DO NOT mﬂmnmwmm
evidencing the actions you completed. applied or on roll of a remove: from roll A child should be placed on roll at the
e o
e oo e sty e
Absence mects e e Direct referral to: Residential Schools
threshold for enforcement state any safeguarding "
action as outiined in the concems youmay have. || Children Missing Education |[Tne same procedures should al:ria\.l':aucamd children do not
Nottinghamshire Code of (CMO) ELEASE FOLLOW UP,
i e || R ";c“"""‘s“j At“mmi;" DO NOT ASSUME they will
e | | gl c:lo has | providing child’s name / DOB / = have gone elsewhere or
an EHAF ::'P'Ehnd ! hm:'emd“ address and details of parent / I Gypsy/Roma/Traveller I remained at their previous
Child on roll. R EE School/Academy!!
i If a Traveller family indicate —— -
Parent/Carers indicate they wish to Child permanently Own admission authorities
luded they are to travel for work 'must inform the admissions team of any
Home Educate (EHE) exciu purposes SchoolAcademy || enquiryiapplication and
" should request details of outeome. This helps identify any
Request must be made in writing, following a LA to be notified on the day of — il be travelli vulnerable child requiring a place and
conversation between school and parent/carer's, with a Eemiacc L they vl b M0 | avoids a child being out of education for
! £ d ¥ and when they aim to retum. an undue length of time. All academies
copy of the letter placed in the pupil file and a copy of o must notify the local authority via
the letter forwarded securely to EHE. BT s T If they do not retum within 4 || 3amissions eog@natise.gov.uk within
¥ continue to work with you weeks of the expected retum hq;ﬂmapqi‘;mh
School/Academy to return the EHE 1A and 1B forms through the process. date please follow the admission register.
to the EHE Administrator. attendance procedures. P
- DO NOT — = Family indicate they are
until advised.

returning home for family,
cultural or health reasons

SchoolAcademy need to consider
the circumstances of the absence
in deciding which code fo use.
Parents should provide school with
a return date.

If the family do not retum on this

date attendance procedures
should be followed.

He Related Education

If a child has been out of school for
15 days or more due to iliness
please liaise with the School Nurse
and then a refemral can be made to:
Health Related Education Team
(please contact the Health Related

Education Team to discuss a
request for their involvement)

This will need to be clearly




Appendix B: Northfield Primary and Nursery School: Quick guide to school attendance

If your child is ill and needs to be away from school, phone school by 9:00am.

Attendance falling below 92% will result in attendance tracking (see below).

If attendance drops below
96%, an attendance letter will
be sent to parents/ carers

/ notifying them. \

If attendance improves, a
ScholarPack message will be sent
in recognition.

If attendance improves during
the 6-week monitoring period,
a ScholarPack message will be
sent in recognition.

If attendance improves
during 6 week monitoring,
a phone call will be made
to parents/carers in
recognition.

For children’s attendance to fall
below 92% they only have to be

absent for the following number Term No of Absences
of days. September — October
15t Half Term LOCEVE
September —
December 3 days
Autumn Term
September —
February 4 days
Half Year
September — Easter
Autumn & Spring 5 days
Term
September — May
5 Half Terms FCETE
September — July 7.5 days
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‘ Full Academic Year

Appendix C: Northfield Primary and Nursery School: Guidance on childhood illnesses &
school attendance

How Sick is too Sick for School?

Good attendance starts from your child’s first day at school or nursery. Children who
attend have a better chance at fulfilling their potential, making friends, understanding
routines and boundaries and keeping up.

Research shows that overall absence had a negative link to attainment, with every extra
day missed associated with a lower chance of achieving 5 or more good GCSEs or
equivalent at grades A* to C including in English and mathematics.

Introduction

As a parent, it can be difficult to decide whether your child is well enough to go to school.
To help avoid unnecessary school absences, Northfield has produced this leaflet as a
general guide to help you decide whether your child is well enough to attend school when
they have a minor illness.

Advice and guidance have been taken from NHS England, The World Health Organisation
and Public Health England.

Missing lessons is upsetting for children and there is good evidence that children achieve
better at school when they have good school attendance rates. Parents have a duty to
ensure their child is not absent where this can be avoided. School may not authorise your
child’s absence for a minor illness if they thought it was not necessary.

When should | keep my child off school?
Your child should only be kept away from school due to illness if they:
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1. Have an infectious illness which could spread to other people
2. Need care during school hours that cannot be carried out in school
3. Are so unwell that they are not able to cope with lessons
The NHS website has useful advice here:
https://www.nhs.uk/live-well/is-my-child-too-ill-for-
school/#:~:text=It's%20fine%20t0%20send%20your,t0%20wash%20their%20hands%20reg
ularly.
If you are not sure, check the guidance in this leaflet. If you are still unsure, contact:
e School
* The school nurse
* A pharmacist or GP

How can you help?

Always contact school if your child is going to be absent due to illness.

Keep school up to date with your contact details in case your child is ill during the school
day.

Many children experience common illnesses from time to time. Most of these ilinesses do
not need a prescription or a visit to your doctor and do not need time away from school.
Often treating your child’s illness, yourself, or with advice and medicines from your
pharmacist, can be the quickest and easiest way to deal with it. Please remember that
early morning aches and pains often pass, so don’t keep your child at home ‘just in case’
when they could be learning in class.

When you send your child to school with minor aches or pains, tell the school staff and
they will phone you if your child continues to have symptoms.

Medicines in school
Your child does not need to be kept at home just because they are taking medicines. A
member of staff can give medicines that have been prescribed four times a day, in school.
Medicines prescribed three times a day can be given before school at home, when the
child arrives back home and then before bed.
School staff can give regular medicines or creams, if a care plan is completed by
parents/carers. Please speak to your child’s class teacher about this.
Health tips to ensure that your child is happy, healthy and able to participate fully in
school activities
Your child should:
e Beregistered with a GP and a dentist
* Have regular checks with their dentist and optician
* Have all the childhood immunisations recommended by the Department of Health
* Have a healthy diet and exercise
* Get enough sleep by going to bed on time
Please speak to school staff or nurse at the GP surgery, if you have any concerns about
your child.

Guidance and recommended time away from school

lliness Recommended days off school

Chicken pox 5 days or until spots have scabbed over
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https://www.nhs.uk/live-well/is-my-child-too-ill-for-school/#:~:text=It's%20fine%20to%20send%20your,to%20wash%20their%20hands%20regularly
https://www.nhs.uk/live-well/is-my-child-too-ill-for-school/#:~:text=It's%20fine%20to%20send%20your,to%20wash%20their%20hands%20regularly
https://www.nhs.uk/live-well/is-my-child-too-ill-for-school/#:~:text=It's%20fine%20to%20send%20your,to%20wash%20their%20hands%20regularly

Cold sores

0 days

Conjunctivitis

0 days

Diarrhoea or vomiting

24 hours from last episode

Flu As soon as they have recovered
Glandular fever 0 days
Hand, foot and mouth 0 days

Head lice

0 days (treatment needed at home)

High temperature

Until temperature is controlled/ seek medical advice

Impetigo

48 hours after starting antibiotic treatment

Measles

4 days from start of rash

Molluscum contagiosum

0 days

Mumps 5 days from glands swelling
Ringworm 0 days (treatment needed at home)
Rubella 4 days from start of rash

Scabies Can return after first treatment

Scarlet fever

1 day after treatment has been started

Slapped check

0 days (once rash has developed they are not contagious)

Threadworms

0 days (treatment needed at home)

Tonsillitis

2 days (After starting antibiotic treatment)

Warts/ verrucae

0 days

Whooping cough

2 days (After starting antibiotic treatment)

Guidance on Health protection in schools and other childcare facilities (PHE 2018) & NHS

guidance.

Other health concerns

If your child has a long-term iliness, you should discuss this with the school. Usually it is
possible to arrange medication so that it is not taken during school hours. School staff may
need to be made aware of the illness so that if it causes problems while your child is at
school, they know how to help.

When a parent or sibling is ill

You should make other arrangements to get any well children to school.

Family/ sibling illness is not considered a good enough reason for children to be absent
from school. Developing good family or parent networks can be helpful, as schools will not
usually authorise absence due to parental or sibling illness. Please discuss any difficulties
with the school, as they may be able to offer support.
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Quick links:

https://www.nhs.uk/live-well/is-my-child-too-ill-for-
school/#:~:text=It's%20fine%20t0%20send%20your,t0%20wash%20their%20hands%20reg
ularly.
https://www.nct.org.uk/baby-toddler/your-babys-health/common-illnesses/childhood-
illnesses-six-tips-for-how-prevent-them
https://www.gov.uk/government/organisations/office-for-health-improvement-and-
disparities
https://www.nottinghamshire.gov.uk/care/adult-social-care/d2n2-health-and-well-being-

hub/parenting

https://www.nottinghamshire.gov.uk/care/childrens-social-care/family-services
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https://www.nhs.uk/live-well/is-my-child-too-ill-for-school/#:~:text=It's%20fine%20to%20send%20your,to%20wash%20their%20hands%20regularly
https://www.nhs.uk/live-well/is-my-child-too-ill-for-school/#:~:text=It's%20fine%20to%20send%20your,to%20wash%20their%20hands%20regularly
https://www.nhs.uk/live-well/is-my-child-too-ill-for-school/#:~:text=It's%20fine%20to%20send%20your,to%20wash%20their%20hands%20regularly
https://www.nct.org.uk/baby-toddler/your-babys-health/common-illnesses/childhood-illnesses-six-tips-for-how-prevent-them
https://www.nct.org.uk/baby-toddler/your-babys-health/common-illnesses/childhood-illnesses-six-tips-for-how-prevent-them
https://www.gov.uk/government/organisations/office-for-health-improvement-and-disparities
https://www.gov.uk/government/organisations/office-for-health-improvement-and-disparities
https://www.nottinghamshire.gov.uk/care/adult-social-care/d2n2-health-and-well-being-hub/parenting
https://www.nottinghamshire.gov.uk/care/adult-social-care/d2n2-health-and-well-being-hub/parenting
https://www.nottinghamshire.gov.uk/care/childrens-social-care/family-services

