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Section 1
1.1 Aims

Beckfoot Upper Heaton is committed to maximising educational opportunities and achievement for all
students. For students to gain the best from their time at Beckfoot Upper Heaton, it is vital that they achieve
excellent attendance and punctuality. We strive for 100% attendance for all students unless the reason for the
absence is unavoidable. The school actively promotes excellent attendance and discourages unjustified
absence. 90% attendance sounds good to some people, but this is half a day missed every week. Over a school
year, this is 4 weeks — 100 lessons lost!

Attendance Days missed Weeks missed Lessons missed
95% 9.5 days 2 weeks 50 lessons
90% 19 days 4 weeks 100 lessons

Promoting excellent attendance and punctuality prepares students for the disciplines of adult working life and
is a key priority for the school.

1.2 Guiding principles

° Beckfoot Upper Heaton recognises that parents/carers have a legal responsibility to ensure their
children attend school every day, (section 444 Education Act 1996).

. The school emphasises that it is the responsibility of everyone in the school community to improve
attendance and punctuality.

. Beckfoot Upper Heaton aims to ensure that all its students access an education, which meets their
needs and allows them to realise their potential.

. The school will strive to provide a safe and caring environment where each student can engage in all
opportunities offered.

. The school will work with students and their families to ensure every student attends regularly and
punctually.

. The school will challenge those students and their parents/carers that give a low priority to attendance

and punctuality.

° The school has an effective system of communication with parents/carers together with appropriate
agencies to provide mutual information and support.

° The school will continue to develop ICT-based attendance recording systems in order to provide
accurate information and to use suitable tracking strategies to recognise any trends that can damage
excellent attendance and learning.

° The school will have regard to the Equality Act and reasonable adjustments will be made for young
people.

1.3 Why is regular attendance so important?

Any absence affects the pattern of a child’s schooling and regular absence seriously affects their learning. Any
child’s absence can disrupt teaching routines so may affect the learning of others in the same class. Research
has clearly shown that children perform significantly less well in exams and assessments if their attendance
has been lower than average.



Pupils with no absence are 2.2 times more likely to achieve 5+ GCSEs (grades 4+) and 2.8 times as likely to
achieve 5+ GCSEs (grades 5+) or equivalent including English and maths, than pupils missing 15-20% of KS4
lessons.

1.4 Legislation and statutory responsibilities

There are two types of absence:

. Authorised (where the school approves student absence e.g., absence due to sickness, religious
observance, funerals);
. Unauthorised (where the school will not approve absence e.g., holidays during term time, taking

children out without permission i.e., birthdays, parents or siblings attending medical appointments).

Only the school, and not parents / carers, can decide whether to authorise an absence, even if a note is sent or
a message left. This is in the Education Registration Regulations 2006. We will let you know if we are not
authorising your child’s absence.

Parents are responsible under the Education Act 1996 for ensuring their child’s full and regular attendance at
the school while they are of compulsory school age. We can ask the Local Authority to take legal action if we
have not authorised your child’s absences from the school. Legal action can include prosecution, the issue of a
fixed penalty notice, or an application of for an Education Supervision Order in the Family Court. If the Local
Authority agrees to a prosecution the maximum fine is £2500 and / or 3 months imprisonment. We will always
offer you opportunities to talk to us and will try to help resolve things without going to court, but we will ask
for legal action when this is necessary.

Whilst any child may be off school because they are ill, sometimes they can be reluctant to attend school. In
this situation it is essential that the parents do not give in to pressure and allow students to stay away from
school. This gives the impression that attendance does not matter and usually make things worse. The school
works to support parents / carers to ensure that the child returns to school.

If you have any concerns around your child’s attendance, or if you feel they need additional support to attend
school you should contact school as soon as possible to arrange this.

1.5 Safeguarding

Beckfoot Upper Heaton is committed to safeguarding and promoting the welfare of all its students. Each
student’s welfare is of paramount importance. We recognise that some students may be especially vulnerable.
If your child does not attend school regularly, they may be at risk of harm.



Section 2

2.1 What you can expect from Beckfoot Upper Heaton?

*Content missing on PDF on the website

2.4 Registration

The law requires the register will be taken twice a day — at the start of the morning session and in the
afternoon session. At Beckfoot Upper Heaton this is at 8.20 am and 13:35 pm at the start of period 5.
Students are expected to arrive on site by 8.15 am in order to be ready for the start of registration at
8.20 am.

Students are registered at the start of every lesson each day.

Registers close at 8:40 am in the morning and 13:55 pm in the afternoon, after which students will be
marked unauthorised absence unless a satisfactory explanation has been received.

The register is marked using the DfE Attendance and Absence Codes (see Appendix 1).

Guidance on applying the Education (Pupil Registration) Regulations 2006 can be found in ‘Keeping
Pupil Registers’ published by the DfE

2.5 Punctuality

The school gates close at 8.20 am. Any student arriving after 8.20am should report to Main Reception.
They will be given a late to school code on ClassCharts and be informed of a 30-minute detention that
day. ClassCharts and a MyEd message will inform parents/carers of the late detention.

Records will be kept of students that are late.

Any student who is late more than 3 times in a half term will be monitored by the attendance team and
may have extra support around punctuality.

6 lates in a term after the register closes (U code) instigate intervention by the Local Authority. If this
does not improve, you could be issued with a fine.



Section 3

3.1 How we respond to absence/lateness

We take our Safeguarding responsibilities very seriously and if a student is absent at morning
registration without contact from a parent to explain the absence, the school will contact
parents/carers to inform them of their child’s absence.

The attendance team will contact parents / carers in the first instance.

The attendance team may carry out a home visit to ascertain the reasons for absence and confirm there
are no safeguarding issues.

All absence notes will be retained.

Where a student’s absence is cause for concern, the school will write to parents/carers and/or invite
the parents/carers into school in accordance with our Graduated Attendance Strategy.

3.2 Holidays in term time

The Education Pupil Registration Regulations 2013 removed all reference to “family holidays”. In April 2017 the
Supreme Court upheld the ban on parents taking their children out of school for family holidays during term

time.

This means that the school will not authorise a child to take holidays during term time and parents do
not have the legal right to take children out of school for holidays.

Any absence, including absence for holidays, interrupts the continuity of students’ learning and
students cannot “catch up”. Research shows that by missing lessons, students fall behind as lessons are
not repeated later.

Parents/carers are strongly urged not to take students out of school for holidays during term time as
there is no entitlement for them to be taken out of school for such a reason. Any holidays are expected
to be taken as part of the 176 days available outside term time.

At Beckfoot Upper Heaton, only the Head teacher in exceptional circumstances will grant leaves of
absence. Family holidays do not constitute exceptional circumstances and we will ask the Local
Authority to issue you with a penalty notice if we do not agree the leave of absence should be
authorised.

Fixed Penalty Notices are £60 per parent per child for the period of absence. This increases if the fine is
not paid by the deadline.

Parents who wish to apply for a leave of absence due to exceptional circumstances must complete a
form from the attendance office. This should be handed back to the attendance office at least 3 weeks
in advance of the proposed absence.

3.3 Persistent absence

A student becomes a Persistent Absentee when they miss 10% of their schooling across the academic year for

whatever reason. Absence at this level is doing considerable damage to any child’s educational prospects and

we need parents’/carers’ fullest support and co-operation to address this. Any student whose attendance has

reached the PA threshold (less than 90%) or is at risk of moving towards that threshold is given priority for

intervention. Intervention may be via:

working with their Year lead, Key stage Lead, the Head of Faculty or Senior Leader linked to their year
group

an attendance contract to improve attendance, following a meeting between relevant School staff,
parents/carers and the student



Where parents/carers fail to co-operate with support and strategies provided by the school, further
advice may be sought which could lead to legal sanctions being imposed.

Persistent Absence data is communicated to the Local Authority via the School Census on a termly and
annual basis.

3.4 Medical evidence

Where a student has an ongoing medical condition, which is affecting their attendance at school, it is the
parents’ responsibility to provide medical evidence. In exceptional circumstances, the school will ask for
medical evidence to be provided directly from the GP, with consent of parents/carers. Where the medical
condition is long term the School Healthcare Lead will work with parents/carers to create a health care plan
incorporating an attendance plan.

3.5 Re-integration following long-term absence

Where a student has been absent for a prolonged period of time, perhaps due to illness, the school will:

Welcome the student back to the school and value their return.

Provide support for the student in consultation with parents/carers to enable a successful return to the
school, where necessary.

Ensure that all relevant staff are informed of the circumstances.

Work with other agencies, where appropriate, to ensure a successful outcome.

Consider a temporary personalised programme of return, if appropriate.

Nominate a key member of staff to monitor and review the student’s return, where necessary.

Where appropriate, a referral to MNEHS (Medical Needs and Hospital Education Service - used to be
called TRACKS), will be made under the supervision of the SENDCO.

3.6 Promoting excellent attendance and punctuality

It is the belief that all students are more likely to attend regularly if the curriculum is engaging and
personalised to meet their needs. The curriculum is monitored and revised on an annual basis so that it
meets the ability needs of all students.

Students are informed weekly of their attendance levels and, if appropriate, how they can improve.
Students whose attendance falls below 95% will be set targets for improvement and progress towards
these targets will be regularly reviewed, as per our Graduated Attendance Strategy.

Excellent and improved attendance and punctuality will be promoted and rewarded through
assemblies, head teacher rewards and whole school reward activities.

Students, parents/carers and staff are regularly reminded about the importance of excellent
attendance.

Parents/carers are encouraged to contact Year Leads or the Attendance Team at any time to discuss
their child’s attendance.

Regular meetings will be held with the appropriate members of staff/external agencies to identify and
support those students whose attendance is a cause for concern.

Students who have been absent for extended periods will be supported as appropriate to re-integrate
back into the school.

Effective links are made with primary schools to facilitate the smooth transition to Beckfoot Upper
Heaton.

Attendance and punctuality will be included in school reports



3.7 Attendance data and targets

The school target is 97% attendance.

The target for all students is to strive for 100% attendance. Only by achieving full attendance can
students expect to achieve their full potential.

Attendance data will be collected, analysed, and used to inform the school’s attendance practices and
interventions.

Individual student data will be analysed and monitored to enable early intervention.

Attendance data is provided on a half-termly basis to the Trust.

Attendance data and persistent absence data is communicated to the Local Authority.

Registers are legal documents; regulatory requirements placed on schools regarding the keeping of registers
are to be found in the Education (Pupil Registration) Regulations 2006.

Section seven of the Education Act 1996 states that parents/carers are responsible to ensure their child
receives a suitable education.

Parents have a legal responsibility to ensure their child’s attendance at school under Section 444 of the
Education Act 1996.

The school works in partnership with the Local Authority to ensure that parents/carers fulfil their
responsibility in ensuring regular school attendance. There are a range of legal interventions used for
unauthorised absence i.e., Penalty Fine, Parenting Contracts and Orders, or the matter being placed
before the Magistrates’ Court with a possible fine of up to £2500 and/or 3 months in prison.

All sanctions are used to improve attendance and punctuality and to reduce absence.

Our aim is to avoid legal intervention, wherever possible and we encourage parents to contact us at the
earliest opportunity to discuss any attendance concerns.



Section 4

4.1 Staff roles and responsibilities

All members of the school have a role to play in improving attendance and reducing absence.

4.1 The leadership team will:

. Actively promote the importance and value of excellent attendance to students and their parents.

. Form positive relationships with students and parents.

. Ensure that there is a whole school approach, which reinforces excellent school attendance. For
example, good teaching and learning experiences that encourage students to attend and achieve.

. Monitor the implementation of the Attendance Policy and ensure that the policy is reviewed regularly.

. Ensure that staff are aware of the Attendance Policy and are able to address attendance issues.

. Ensure that the Registration Regulations, England, 2016 and other attendance related legislation is
complied with.

° Ensure that there is a named senior manager to lead on attendance and allocate sufficient time and
resource.

. Return school attendance data to the Department for Education as required and on time.

° Report the school’s attendance and related issues through termly reporting to the Beckfoot Trust.

. Ensure that systems to report, record and monitor the attendance of all students, including those who
are educated off-site are implemented.

. Ensure that attendance data is collected and analysed frequently to identify causes and patterns of
absence. Interpret the data to devise solutions and to evaluate the effectiveness of interventions.

. Ensure that all the above priorities are shared with and reinforced by all relevant school staff.

. Develop a multi-agency response to improve attendance and support students and their families.

° Use the standard documents to support a move to legal proceedings should that be necessary.

4.2 Subject teachers will:

. Actively promote the importance and value of excellent attendance to students and their parents.
° Form positive relationships with students and parents.

. Welcome and value the attendance of all students to lessons.

. Ensure all students are accurately registered.

. Identify student absence to lessons and take appropriate action.

° Identify any absence trends or concerns and will raise these with the appropriate members of staff.
° Discuss attendance with parents/carers at Parents’ Consultation Evenings.

° Accurately record student attendance and punctuality in every lesson.

4.3 Tutors will

. Actively promote the importance and value of excellent attendance with students and their parents

. Form positive relationships with students and parents

. Discuss absence and attendance weekly with students

. Identify any absence trends or concerns and will raise these with the appropriate members of staff

. Work with identified students, setting targets to improve attendance and monitoring progress towards
those targets.

. Ensure that all absence notes or verbal messages are sent to the Attendance Office.

° Discuss attendance with parents/carers at Parents’ Consultation Evenings.

. Ensure all unexplained absences are investigated and resolved.



4.4 Year leaders and key stage leaders will

Actively promote the importance and value of excellent attendance and punctuality to students and
their parents.

Form positive relationships with students and parents.

Monitor absence and attendance weekly.

Discuss absence and attendance concerns with students and set targets for improvement where
appropriate.

Contact parents/carers where attendance and punctuality concerns have been identified.

Support students to improve their attendance.

Promote excellent attendance through assemblies.

Work with outside agencies, including the Local Authority, where appropriate to improve attendance
for individual students.

Attend meetings where appropriate.

4.5 Attendance staff will

Actively promote the importance and value of excellent attendance to students and their parents.
Form positive relationships with students and parents.

Take the lead on raising the profile of attendance throughout the school, including improving
attendance and reducing absence.

Monitor absence and attendance regularly.

Receive and record calls and messages from parents/carers regarding student absence.

Contact parents/carers where attendance concerns have been identified.

Conduct home visits where no reason has been given for absence or where there are other concerns.
Identify any absence trends or concerns and will liaise with the appropriate member of staff.
Provide data to Senior and Middle leaders.

Identify and administer attendance and punctuality rewards.

Support the Local Authority Officer to improve attendance.

4.6 Heads of department linked to year groups will

Actively promote the importance and value of excellent attendance to students and their parents.
Form positive relationships with students and parents.

Work with students whose attendance is between 91-92%.

Monitor attendance over a 4-week period.

Contact parents / carers to discuss attendance concerns.

Identify any absence trends or concerns and will liaise with the appropriate member of staff

4.7 Senior leaders linked to the year groups will

10

Actively promote the importance and value of excellent attendance to students and their parents.
Form positive relationships with students and parents.

Place students whose attendance is between 86% and 90% onto an Attendance Contract 1.
Contact parents / carers to discuss attendance concerns.

Monitor attendance over a 4-week period.

Involve external agencies where appropriate.

Identify any absence trends or concerns and will liaise with the appropriate member of staff.



4.8 The headteacher will

Actively promote the importance and value of excellent attendance to students and their parents.
Form positive relationships with students and parents.

Place students whose attendance is between 81% and 85% onto an Attendance Contract 2.
Contact parents / carers to discuss attendance concerns.

Monitor attendance over a 4-week period.

Involve external agencies where appropriate.

Identify any absence trends or concerns and will liaise with the appropriate member of staff.

4.9 The local authority officer will

Actively promote the importance and value of excellent attendance and punctuality to students and
their parents.

Form positive relationships with students and parents.

The Local Authority Officer will work with students and their parents whose attendance has fallen
below 80% (although they will work with other students where appropriate).

Parents will be invited to a panel meeting with the Local Authority Officer and students will be placed
onto an attendance contract.

Where attendance does not significantly improve, legal action may be considered.

Legal action can include prosecution, the issue of a fixed penalty notice, or an application of for an
Education Supervision Order in the Family Court. If the Local Authority agrees to a prosecution the
maximum fine is £2500 and / or 3 months imprisonment. Appendix 1 DfE’s Attendance Codes.

Issue penalty notices for leave of absence once requested to do so.

Appendix 1

DFE’S attendance codes, descriptions, and meanings

Code
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Description Meaning For statistical purposes

Present (AM) Present

Present (PM) Present

Educated off site (NOT dual registration) Approved Education activity Counted as physically
present

Other authorised circumstances (not Authorised absence

covered by another appropriate)

Dual registration (i.e., pupil attending Not counted in possible
another establishment) attendances

Excluded (no alternative provision made)  Authorised absence
Extended family holiday (agreed) Authorised absence

Family holiday (NOT agreed or days in Unauthorised absence
excess of agreement)

Family holiday (agreed) Authorised absence
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lllness (NOT medical or dental etc.
appointments)

Interview

Late (before registers closed)
Medical/dental appointments

No reason yet provided for absence

Unauthorised absence (not covered by

any other code/description)

Approved sporting activity

Religious observance
Study leave

Traveller absence

Late (after registers closed)

Educational visit or trip

Work experience

Non-compulsory school age absence

Enforced closure

Pupil not yet on roll

School closed to pupils

Authorised absence

Approved education activity

Present
Authorised absence
Unauthorised absence

Unauthorised absence

Approved education activity

Authorised absence
Authorised absence
Authorised absence
Unauthorised absence

Approved education activity

Approved education activity

Not counted in possible
attendances

Not counted in possible
attendances

Not counted in possible
attendances

Not counted in possible
attendances

Counted as physically
present

Counted as physically
present

Counted as physically
present

Counted as physically
present



Appendix 1: Beckfoot Trust Graduated Attendance Strategy — Process to support excellent attendance and tackle persistent absence

Staged Approach -

Celebrate and sustain

Your child has high attendance. Well done @)"#$%

We recognise and celebrate learners who attend school every day on
time. We thank parents for their support and commitment to
ensuring high attendance for their child.

Descriptor Threshold
Attendance

Excellent 100%
99%
Very Good 98%
Good 97% (Trust

Target for all
schools)

Actual

Attendance (days)

Whole days

absent

Learning hours

lost

Stage 1 — Pleasant Nudge

Your child’s attendance has fallen below our Trust target. We will let you
know via text/letter that we are concerned. Improvements in
attendance are expected and will be monitored by teachers and
tutors.

Stage 2 - Engage

Your child is at risk of being persistently absent from school. This is
when attendance falls below 90%. Actions need to be taken to
improve attendance quickly. We will invite you to meet with
attendance leaders and officers in school to discuss reasons for
absence and set a target to improve. We can involve external
agencies to support.
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Stage 3- Attendance Contract 1

Your child is identified as persistently absent from school. You (and your
child, where appropriate) will be invited to attend a meeting with

Needs to improve

Identified for

action

Cause for

concern




leaders in school to discuss concerns. An attendance contract will
be agreed to support improvements in attendance and monitored
for 4 weeks. External agencies are likely to be involved to offer

support.

Serious cause for
concern

Stage 4 — Attendance Contact 2

Where there is little/no improvement to your child’s attendance over
the 4 weeks (and no genuine reason for absence) you will be invited
to attend an Attendance Panel meeting with the Headteacher and a

87%
86%

84%
83%

82%

165
163

160
158
156

25 125
27 135

30 150
32 160
34 170

81%

154

36 180

member of the Local School Committee (with your child, where
appropriate).

Support and challenge to improve attendance will be agreed in Contract
2 and an attendance target set. Alongside the contract you will
receive a final warning letter detailing actions that will be taken if
attendance does not improve. Improvements are monitored for 4
weeks.

Stage 5 — Referral to Local Authority/Possible Prosecution + Attendance Extreme cause

Contract 3
for concern

Where there is little/no improvement in your child’s attendance. You
will be invited to meet with the LA, attendance leader and external
agencies to discuss reasons for further absence. Attendance
Contract 2 will be reviewed with you and your child (where
appropriate).

Where action is necessary, we will inform you of referral to L the Local
Authority for prosecution. We will continue to monitor attendance
and absence with Contract 3.

80% and below

152

38 190



Appendix 3

Local school attendance protocol
Name of school: Beckfoot Upper Heaton
Name of SLT Lead for Attendance: Catherine Edwards

Name of Attendance Officer (or person(s) that perform the elements of the role as outlined in the Trust
Attendance Policy section 5.4): Lou Nutton

Name of family liaison contact: Position Vacant

Recording attendance local protocols

1. Attendance register (refers Trust Policy Section 7.1) See Subsection 2.4 in the Beckfoot
Upper Heaton Attendance and Punctuality Policy

2. Planned absence (refers Trust Policy Section 7.2) See Subsections 3.2 and 3.4 in the
Beckfoot Upper Heaton Attendance and Punctuality Policy

3. Unplanned absence (refers Trust Policy Section 7.3) See Subsection 2.3 in the Beckfoot
Upper Heaton Attendance and Punctuality Policy

4, Lateness and punctuality (refers Trust Policy Section 7.4) See Subsection 2.5 in the
Beckfoot Upper Heaton Attendance and Punctuality Policy

5. Following up on absence (refers Trust Policy Section 7.5) See Subsections 3.1, 3.3, 3.5 in

the Beckfoot Upper Heaton Attendance and Punctuality Policy

Strategies for promoting attendance 1 2021/22 Priorities from the Attendance SEF (refers Trust
Policy Section 9) Priority 1: Codification — Implementing a clear vision based around the BUH
local protocol, ensuring the procedures can be enacted with integrity underpinned by key
expectations and values.
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