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Equality, Diversity and Inclusion Statement

This policy is developed and reviewed in line with the Equality Act (2010), which recognises the following protected characteristics: 

Age, Gender Reassignment, Marriage and Civil Partnership, Pregnancy and Maternity, Race, Religion and Belief, Sex (gender), Sexual Orientation and Disability. 

School Policy and Practice will be continuously monitored to secure equal access and opportunity for all within the school community to avoid discrimination against any individual or groups of people
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1. Introduction 

At Huntingdon House School we recognise the clear link between consistent attendance and academic achievement and well-being. The whole school community has a responsibility for promoting excellent attendance; parents/carers, students and all school staff. As a school we expect the highest level of attendance from all students.

Attendance rates for special schools are generally below those of mainstream schools because of the complex nature of some of the students. special needs. We also recognise the importance of close home partnerships in supporting our pupils’ optimum attendance.


0. Objectives


· To create a shared understanding of the importance of regular and consistent attendance on positive outcomes of pupils
· To ensure all in the school community are aware of their responsibilities in ensuring regular and consistent attendance for students
· To ensure processes are in place to effectively monitor attendance
· To ensure all in the school community are aware of the support available to optimise attendance


0. Duties and responsibilities

Headteacher:
1. To have overall responsibility for whole school attendance, ensuring that where attendance is an issue there is appropriate follow-up and support offered. The Proprietor will also oversee attendance levels for the whole school over time (a 3 year cycle), making comparisons with other similar schools and promoting whole school analysis and review of practices when attendance levels are not good enough.

Safeguarding Lead/Assistant Head:
1. To liaise with the senior leadership team, teachers and administration staff to ensure the smooth running of attendance procedures and follow-up
2. To monitor attendance records across the school to identify patterns of absence 
3. To identify persistent absences and, in collaboration with appropriate teaching staff, set individual targets for improvement
4. To liaise with families, and where appropriate an Education Welfare Officer, to develop intervention packages for students where there are persistent or recurring absences
5. Publish a mid-year and annual report for discussion by all staff at a whole school review meeting.  Meeting minutes sent to Proprietor. 

Teachers:
1. To keep accurate attendance registers at the beginning of each morning (any amendments for afternoon sessions will also be recorded)
2. To indicate whether an absence is authorised or unauthorised using the agreed coding system (see appendix one)
3. To identify students with poor or irregular attendance and inform a member of the senior leadership team

Parents:
1. To make every effort to ensure that their child attends school and to make a commitment to this as part of a home-school contract signed at first transition to school and renewed annually.
2. At the earliest opportunity to inform the school, before the beginning of the first day of absence, of any expected absences from school for their child, with due regard to what constitutes an ‘authorised absence’.   Providing details in writing (letter or email) of sickness and/or health and medical appointments.
3. To provide an explanation of any absences by phone, e-mail or letter after an unexpected/unauthorised absence and be prepared to work with staff to address any issues arising.



0. Absences

The school accept absences for the following reasons
· Illness
· Self-isolating following Government Covid-19 guidelines
· Emergency dental/medical appointment
· Day of religious observance
· Family bereavement
· Term time absences for families for exceptional circumstances

The school will try to contact families where no information regarding the absence has been shared. This is to ensure the child’s safety as well as their regular school attendance. If we are concerned about aspects of a child’s attendance or punctuality we will contact the family to discuss the best way forward.


0. Authorised term time Absence

In exceptional circumstances families may need to request permission for their child not to be in school during term time. These requests will be made directly to the Headteacher and permission will be given at their discretion following careful consideration of the child’s age, the time of year, overall attendance pattern and the circumstances given.


0. Unauthorised absences

The school will not authorise absence for day trips, visiting relatives, shopping or birthdays – unless in exceptional circumstances.



0. Monitoring

The senior leadership team will formally monitor attendance data on a monthly basis using a RAG system to track the impact of any attendance intervention programmes at the end of each term, with follow-up reports identifying any concerns.

Unauthorised absences will be followed up on the day of absence by 9.30am in the order indicated below until contact has been made with a parent/carer:-

a) Telephone
b) Email

If no contact has been made with a parent/carer by the third day of absence, then a visit to the student’s home will take place. This home visit can occur prior to day three if a member of the SLT is concerned about a child’s safety.

Where necessary the school may contact:
· the Police (111) to request a ‘safe and well’ visit
· signpost to additional multi-agency support (esp. Education Welfare)
· following a meeting with parents/carers, make temporary adjustment to the student’s attendance timetable

Authorised term time absences will be monitored separately. A RAG rating system will highlight the number of requests being made and provide an overview of the time taken.

For all students whose attendance is deemed to be too low (below 80%), whether authorised or unauthorised, the procedure is as follows:


1. Attendance monitoring from the school leadership team
2. Regular meetings with parents/carers
3. Involvement of a multi-agency team
4. If the above interventions are not successful and the attendance does not improve, a formal referral may be made to the Education Welfare Officer, when their service will become actively involved.








8. Appendix One – Attendance Codes


	Code 
	School Meaning 
	Statistical Meaning  
	Physical Meaning  

	/ 
	Present (AM) 
	Present  
	In for whole session 

	\ 
	Present (PM) 
	Present 
	In for whole session 

	B 
	Educated off Site (NOT dual registration) 
	Approved educational activity 
	Out for whole session 

	C 
	Other authorized circumstances (not covered by another appropriate code/description) 
	Authorised Absence 
	Out for whole session 

	D 
	Dual registration (i.e. pupil attending other establishment) 
	Approved educational activity 
	Out for whole session 

	E 
	Excluded (no alternative provision made) 
	Authorised Absence 
	Out for whole session 

	F 
	Extended family holiday (agreed) 
	Authorised Absence 
	Out for whole session 

	G 
	Family holiday (NOT agreed or days in excess of agreement) 
	Unauthorised Absence  
	Out for whole session 

	H 
	Family holiday (agreed) 
	Authorised Absence 
	Out for whole session 

	I  
	Illness (NOT medical or dental etc. appointments) 
	Authorised Absence 
	Out for whole session 

	J 
	Interview 
	Approved educational activity 
	Out for whole session 

	L 
	Late (before reg closed at 9.30am) 
	Present 
	Late for session 

	M 
	Medical/Dental appointments 
	Authorised Absence 
	Out for whole session 

	N 
	No reason yet provided for absence 
	Unauthorised Absence 
	Out for whole session 

	O 
	Unauthorised absence (not covered by any other code/description) 
	Unauthorised Absence 
	Out for whole session 

	P 
	Approved sporting activity  
	Approved educational 
activity  
	Out for whole session 

	R 
	Religious Observance 
	Authorised Absence  
	Out for whole session 

	S 
	Study leave 
	Authorised Absence 
	Out for whole session 

	T 
	Traveller absence 
	Authorised Absence 
	Out for whole session 

	U 
	Late (after reg closed at 9.30am) 
	Unauthorised Absence 
	Late for session 

	V 
	Educational visit or trip 
	Approved educational 
activity  
	Out for whole session 

	W 
	Work experience 
	Present 
	Out for whole session 

	Y 
	Exceptional Circumstances 
	Authorised Absence 
	Out for whole session 

	sym 
	Suspected Covid-19 case 
	Authorised Absence 
	Out for whole session 

	SI 
	Self-isolating due to possible coronavirus exposure 
	Authorised Absence 
	Out for whole session 
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