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I. Key Contacts

Headteacher: Sarah Creasey
headteacher@parliamenthill.camden.sch.uk

Assistant Headteacher with responsibility for attendance: Sandra Poole
spoole@parliamenthill.camden.sch.uk

Attendance Team: Paula Clowser (KS4), Kelly Baker (KS3)
Attendance@parliamenthill.camden.sch.uk
020 7485 7077

Achievement Team Leaders & Student Development Leads:
Year 7 Jessica Pemble (ATL), Sophia Zhiri (SDL)
jpemble@parliamenthill.camden.sch.uk
szhiri@parliamenthill.camden.sch.uk

Year 8 Kourtney Hansen (ATL), Sophia Zhiri (SDL)
khansen@parliamenthill.camden.sch.uk
szhiri@parliamenthill.camden.sch.uk

Year 9 Laura McDaniel (ATL), Julia Nathan (SDL, ATL Maternity Cover)
Imcdaniel@parliamenthill.camden.sch.uk
jinathan@parliamenthill.camden.sch.uk

Year 10 Rebecca Luogon (ATL), Andi Jenno (SDL)
rluogon@parliamenthill.camden.sch.uk
ajenno@parliamenthill.camden.sch.uk

Year || Stephanie Lewin (ATL), Andi Jenno (SDL)
slewin@parliamenthill.camden.sch.uk
ajenno@parliamenthill.camden.sch.uk

2. Aims

At Parliament Hill School we are committed to excellent school attendance for all. Our aim is to
ensure that all students receive a full time education that maximises wider life chances, academic
attainment and wellbeing. For children to gain the greatest benefit from their education it is vital that
they attend regularly and punctually. For vulnerable children, school is a protective factor and so
attendance to school should always be prioritised.

Parliament Hill School will:

e Promote good attendance
e Reduce absence, including persistent and severe absence
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e Ensure every student has access to a full time education, which they are entitled to

e Act early to address patterns of absence

e Build strong relationships with families to ensure students have the support in place to
attend school regularly

3. 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 education need they may have. It is 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 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 school.

This is essential for students to get the most out of their school experience, including their
attainment, wellbeing and wider life chances. The students with the highest attainment at the end
of key stage 2 and key stage 4 have higher rates of attendance over the key stage compared to
those with the lowest attainment.

For the most vulnerable students, regular attendance is also an important protective factor and
the best opportunity for needs to be identified and support provided.

This policy meets the requirements of the VWorking together to improve school attendance 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 (Student Registration) (England) Requlations 2006 (and 2010, 2011,
2013, 2016 amendments)

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

It also refers to:

e School census guidance

e Keeping Children Safe in Education

¢ Mental health issues affecting a student's attendance: guidance for schools

4. Definitions
Good school attendance is defined by the DfE and Camden as attendance above 95% (see

Appendix )
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Attendance is a significant concern below 90% and will be addressed by the attendance
and pastoral teams.

Persistent absence is defined as absence below 90%
Severe absence is defined as absence below 50%

Emotional Based School Avoidance (EBSA) is defined as non attendance to school caused
by anxiety/worry/stress. This ranges from avoidance of one particular day through to complete
absence over a significant period of time.

In School Lesson Avoidance (ILSA) is defined as truancy in school where a student doesn’t
attend lessons due to anxiety/worry.

Late marks will be recorded and sanctioned for any student that arrives at school after
registration has started at 8.40am. Students are encouraged to arrive by 8.35am to avoid being
late. If a student arrives more than 30 minutes after the start of the school day the U code will
be used. This will count as a morning’s absence and will contribute to poor attendance.

Punctuality to lessons is also important to student progress. If students regularly arrive late
to lessons, they will be sanctioned and issued a detention. When a student is late to lesson a
third time, this triggers a 30 minute detention. Families receive notification of the detention via
text message.

5. Roles and Responsibilities

The student is responsible for:

e Getting to school every day, on time

e Attending every timetabled lesson on time

o Signing in with the attendance team if they are late to school

o Signing out with the attendance team if they need to leave site during the school day
e Communicating with school staff if there is a barrier to good school attendance

The parent/carer is responsible for:

e Making sure their child attends school each day on time

e Contacting the school to report their child’s absence on every day of absence

e Providing medical evidence if requested

e Providing more than | emergency contact number for their child

e Ensuring that, where possible, appointments for their child are made outside of the school
day

e Attending meetings convened to discuss attendance concerns

e Working in partnership with staff to overcome any barriers to good attendance

The Local Authority, through the School Attendance Support Team, is responsible for:

e Tracking local attendance data

e Providing communication, support and advice

e Scheduling targeted attendance meetings with the school each term
e Providing multi-disciplinary support for families



Providing legal intervention

The governing body is responsible for:

Promoting the importance of school attendance across the school’s policies and practice
Making sure school leaders fulfil expectations and their statutory duties

Regularly review and challenge attendance data

Ensure staff receive adequate training on attendance

Hold the Headteacher to account for the implementation of this policy.

The Headteacher is responsible for:

Overseeing the implementation of attendance policies and procedures
Issuing fixed penalty notices where appropriate
Holding to account the Assistant Headteacher responsible for attendance

The Senior Leader - Attendance Lead is responsible for:

Leading the whole school attendance strategy

Implementing attendance policies and procedures

Monitoring the impact of implemented attendance strategies

Ensuring attendance data is accurate and used effectively

Developing effective monitoring and intervention systems

Reporting attendance updates regularly to the governing body

Holding to account those staff with day to day responsibility for attendance
Forming positive links and working with outside agencies, such as Camden Learning and
family support services

Overseeing parent/carer communication strategy

Providing support and challenge to students whose attendance is a concern

The Attendance team are responsible for:

Promptly following up on all absences each day

Maintaining the accurate registers of all form tutors and subject teachers
Communicating with parents/carers about unauthorised absences

Producing weekly attendance data

Maintaining up to date knowledge of DfE/Camden guidance, including register codes, elective
home education and children missing education

Systematically monitoring applications for leave during term time and liaising with the
Headteacher

Reporting cases of children missing education to the local authority

Pursuing legal avenues offered to the school by the Camden Student Attendance Service
including issuing fines and, in exceptional circumstances, pursuing court proceedings.
Supporting students with poor attendance to overcome barriers to attendance
Attending fortnightly JAM (joint attendance meetings) to identify students who require
support maintaining good attendance

Recognising excellent and improved attendance, providing rewards and incentives



The Pastoral team (Achievement Team Leaders and Student Development Leads) are
responsible for:

e Supporting students with poor attendance to overcome barriers to attendance

¢ Attending fortnightly JAM (joint attendance meetings) to identify students who require
support maintaining good attendance

e Recognising excellent and improved attendance, providing rewards and incentives

e Attending parent meetings to provide support and guidance for students with poor
attendance

e Communicating concerns and strategies for improving individual student attendance to the
wider school community

e Providing I:| bespoke support for students with complex barriers to attendance

The Form tutors are responsible for:

e Taking accurate registers every morning and afternoon, including during assemblies and
recording this on Bromcom before the end of registration

e Promoting good attendance within the tutor group

e Making positive links with parents/carers when attendance is good and to address concerns
when attendance is a cause for concern

The class teachers are responsible for:

o Completing the register accurately in the first ten minutes of every lesson

e Updating the register when students arrive late

e Communicating with the pastoral team if there are attendance and punctuality concerns
e Positively promoting attendance within the class

6. Promoting Positive Attendance

The school works with students and families to celebrate good and improved school attendance
and punctuality.

Each week students receive 5 PARLI points if they have had 100% attendance and punctuality
that week. When students meet certain PARLI point thresholds, they are invited to attend the
Headteacher’s reward breakfasts.

Additionally, each term rewards and recognition are given to those students with:
e 100% attendance and punctuality

e 98% attendance and punctuality

e Most improved attendance

The attendance team work with the student council to identify the best ways to reward good
school attendance.

The attendance and pastoral teams also work |:1 with students where attendance has
historically been a concern. If a student improves their attendance, they are invited to attend
celebration events.



7. Communicating with Parents and Carers

It is essential that families work in partnership with the school to ensure students understand
the importance of good attendance and punctuality.

Every day a student is absent the family should update the attendance team, before 8.30am. This
can be done via telephone, 020 7485 7077 or email attendance@parliamenthill.camden.sch.uk

If families do not contact school and explain the reason for absence, this will be marked as an
unauthorised absence.

Each half term families are informed of their child’s attendance and punctuality via email.

When attendance drops below 94% a member of the attendance team makes contact to query
reasons for absences

When attendance drops below 93% the attendance team will inform parents/carers that we are
monitoring attendance for the next 4 weeks.

If attendance drops below 90% the family will be invited into school to meet with attendance and
pastoral staff and an Attendance Support Plan will be created.

Communications between home and school are not punitive, the aim is to support students to
maintain good school attendance as this is beneficial for them both academically and emotionally.

8. Recording attendance

The law requires all schools to have an admission and attendance register. These registers must
be kept electronically. All students (regardless of age) must be placed on the admission register
and have their attendance recorded in the attendance register.

Schools must take the attendance register at the start of each morning session of each school
day and once during each afternoon session. On each occasion they must record whether each
register student is physically present in school or, if not, the reason they are not in school by
using the appropriate national attendance and absence codes. These codes were updated in
August 2024 and are taken from the DfE’s guidance on school attendance:

Code Definition Scenario
/ Present (am) Pupil is present at morning registration
\ Present (pm) Pupil is present at afternoon registration
L Late arrival Pupil arrives late before register has closed

Attending a place other than the school

Pupil is attending a place other than a school at
which they are registered, for educational
provision arranged by the local authority

Attending education provision
arranged by the local authority
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JI

C2

Attending an educational visit or
trip

Participating in a sporting activity

Attending work experience

Attending any other approved
educational activity

Dual registered

Pupil is on an educational visit/trip organised or
approved by the school

Pupil is participating in a supervised sporting
activity approved by the school

Pupil is on an approved work experience
placement

Pupil is attending a place for an approved
educational activity that is not a sporting activity
or work experience

Pupil is attending a session at another setting
where they are also registered

Absent - leave of absence

Participating in a regulated
performance or undertaking
regulated employment abroad

Medical/dental appointment

Interview

Study leave

Not required to be in school

Part-time timetable

Exceptional circumstances

Pupil is undertaking employment (paid or unpaid)
during school hours, approved by the school

Pupil is at a medical or dental appointment

Pupil has an interview with a prospective
employer/educational establishment

Pupil has been granted leave of absence to study
for a public examination

Pupil of non-compulsory school age is not required
to attend

Pupil is not in school due to having a part-time
timetable

Pupil has been granted a leave of absence due to
exceptional circumstances

Absent — other authorised reasons

Parent travelling for occupational
purposes

Religious observance

lliness (not medical or dental
appointment)

Suspended or excluded

Pupil is a ‘mobile child’ who is travelling with their
parent(s) who are travelling for occupational
purposes

Pupil is taking part in a day of religious observance

Pupil is unable to attend due to illness (either
related to physical or mental health)

Pupil has been suspended or excluded from school
and no alternative provision has been made



Yl

Y2

Y3

Y4

Y5

Y6

Y7

Absent — unable to attend school because of unavoidable cause

Lack of access arrangements

Transport not available

Widespread disruption to travel

Part of school premises closed

Whole school site unexpectedly
closed

Criminal justice detention

Public health guidance or law

Any other unavoidable cause

Pupil is unable to attend school because the
local authority has failed to make access
arrangements to enable attendance at school

Pupil is unable to attend because school is not
within walking distance of their home and the
transport normally provided is not available

Pupil is unable to attend because of widespread
disruption to travel caused by a local, national or
international emergency

Pupil is unable to attend because they cannot
practicably be accommodated in the part of the
premises that remains open

Every pupil absent as the school is closed
unexpectedly (e.g. due to adverse weather)

Pupil is unable to attend as they are:
e In police detention

¢  Remanded to youth detention, awaiting trial
or sentencing, or

. Detained under a sentence of detention

Pupil’s travel to or attendance at the school would
be prohibited under public health guidance or law

To be used where an unavoidable cause is not
covered by the other codes

Absent — unauthorised absence

Holiday not granted by the school

Reason for absence not yet
established

Absent in other or unknown
circumstances

Arrived in school after registration
closed

Pupil is absent for the purpose of a holiday, not
approved by the school

Reason for absence has not been established
before the register closes

No reason for absence has been established, or
the school isn’t satisfied that the reason given
would be recorded using one of the codes for
authorised absence

Pupil has arrived late, after the register has closed
but before the end of session

Administrative codes



Prospective pupil not on admission Pupil has not joined school yet but has been
register registered

Whole-school closures that are known and

# Planned whole-school closure planned in advance, including school holidays

9. Complex barriers to attendance

Some students face more complex barriers to attendance. This can include students who have
long term physical or mental health conditions or who have special educational needs and
disabilities (SEND). There are also some students who are affected by emotional based school
avoidance (EBSA) or in lesson school avoidance (ILSA), see definitions in section 4. Their right to
an education is the same as any other student and therefore the attendance ambition for these
students should be the same as it is for any other student but additional support may need to be
provided.

In developing this support, the usual processes relevant to any attendance case are:

e Understanding the individual needs of the student and family

e  Working in partnership with the student and family to put in-school support in place and
working with other the local authority and other agencies where external support is
needed

e Regularly reviewing and updating the support approach to make sure it continues to meet
individual needs.

In cases of both long term physical or mental ill health, school staff are not expected to diagnose
or treat physical or mental health conditions, but they are expected to work together with
families and other agencies with the aim of ensuring regular attendance for every student.

They should facilitate any relevant pastoral support with the clear aim of improving attendance as
much as possible whilst supporting the underlying health issue. See Supporting students with
medical conditions policy for further details

For students with special educational needs and disabilities, schools are expected to:

e  Work in partnership parents to develop specific support approaches for attendance for
students with special educational needs and disabilities, including, where applicable,
ensuring the provision outlined in the student’s education, health and care plan is
accessed. See SEND policy for further details.

Medical evidence for recording absences should only be needed in a minority of cases. Where a
student’s health need means they need reasonable adjustments or support because it is complex
or long term, schools should seek medical evidence to better understand the need of the student
and identify the most suitable provision in line with the statutory guidance, supporting students
with medical conditions policy

Where parents/carers do not engage in support, schools should work with the local authority to
formalise the support and as a last resort, enforce attendance through legal intervention.
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Some organisations that may be of help for those parents/carers where mental health and
emotional based school avoidance are a factor are:

e Anna Freud Centre
e Childline
e Action for Children

10. Lateness and Punctuality

A student who arrives late, after 8.40am will be recorded as late in the register. Even if a student
is in the school building, if they are not in their tutor room or assembly, this is classed as late.

Students are encouraged to arrive by 8.35am to avoid lateness.

Parliament Hill School offers a free, daily breakfast club from 8 — 8.30am. Students may wish to
take advantage of this to avoid congestion on public transport.

If a student arrives late, they will receive a same day 30 minute detention. Parents and carers will
be notified of the detention by text message. If a student does not attend this detention, the
sanction escalates.

Students who arrive after the registers have closed at 9.10am, will be recorded using the U code,
arrived at school after the register closed. This counts as half a day’s unauthorised absence.

Students who are repeatedly late will be closely monitored and placed on attendance and
punctuality report. If lateness continues, despite interventions to improve punctuality, school
may refer to the local authority, who may seek prosecution. Further information can be found in
the DfE guidance Working Together to Improve School Attendance

I1. lliness, Medical and Dental Appointments

Wherever possible appointments should be made outside of school hours. Where this is not
possible communication with the school is essential and evidence may be requested.

Parents/carers should inform the attendance team in advance of the appointment. A note should
be written in the student’s planner. The student should show the note to their teacher, who will
release them from the lesson. Students should then sign out at Student Reception.

On occasion a young person will become ill during the school day and wish to go home.
Students should go to their ATL/SDL or to Student Reception to seek support. Unless in
emergencies, this should take place at break or lunch time. Depending on the symptoms, the
attendance team will contact parent/carer and make a joint decision about next steps. This may
be sending the young person home, giving medication or a wheat bag, providing water etc.

If students have longer term medical conditions, information should be shared with the
attendance and pastoral teams. If deemed necessary, a health plan will be written to support the
young person to access school.
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12. Approval for Term Time Absence

The headteacher will only grant a leave of absence to a student during term time if they consider
there to be ‘exceptional circumstances.” A leave of absence is granted at the Headteacher’s
discretion, including the length of time the student is authorised to be absent for. Holiday
requests will not be authorised.

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

Any request should be submitted as soon as it is anticipated and, where possible, at least three
weeks before the absence. The headteacher may require evidence to support any request for
leave of absence.

Valid reasons for authorised absence include:
lliness and medical/dental appointments (see section | 1)

Religious observance — where the day is exclusively set apart for religious observance by the
religious body to which the parent/carer belongs.

Traveller students travelling for occupational purposes — this covers Roma, English and Welsh
gypsies, Irish and Scottish travellers, showmen and circus people, bargees and new travellers.

13. Legal Sanctions

Our school will make use of the full range of potential sanctions — including, but not limited to,
those listed below — to tackle poor attendance. Decisions will be made on an individual, case-by-
case basis.

Penalty notices

The headteacher (or someone authorised by them), local authority or the police can fine parents
for the unauthorised absence of their child from school, where the child is of compulsory school
age, by issuing a penalty notice.

If the school issues a penalty notice, it will check with the local authority before doing so, and
send it a copy of any penalty notice issued.

Before issuing a penalty notice, the school will consider the individual case, including:

e  Whether the national threshold for considering a penalty notice has been met (10 sessions
of unauthorised absence in a rolling period of 10 school weeks)

e Whether a penalty notice is the best available tool to improve attendance for that student

e Whether further support, a notice to improve or another legal intervention would be a
more appropriate solution

e Whether any obligations that the school has under the Equality Act 2010 make issuing a
penalty notice inappropriate

A penalty notice may also be issued where parents allow their child to be present in a public place
during school hours without reasonable justification, during the first 5 days of a suspension or
exclusion (where the school has notified the parents that the student must not be present in a
public place on that day).

Each parent who is liable for the student’s offence(s) can be issued with a penalty notice, but this
will usually only be the parent/parents who allowed the absence.



The payment must be made directly to the local authority, regardless of who issues the notice. If
the payment has not been made after 28 days, the local authority can decide whether to
prosecute or withdraw the notice.

If issued with a first penalty notice, the parent must pay £80 within 21 days, or £160 within 28
days.

If a second penalty notice is issued to the same parent in respect of the same student, the parent
must pay £160 if paid within 28 days.

A third penalty notice cannot be issued to the same parent in respect of the same child within 3
years of the date of the issue of the first penalty notice. In a case where the national threshold is
met for a third time within those 3 years, alternative action will be taken instead.

Notices to improve

If the national threshold has been met and support is appropriate, but parents do not engage with
offers of support, the school may offer a notice to improve to give parents a final chance to
engage with support.

Notices to improve will be issued in line with processes set out in the local code of conduct for
the local authority area in which the student attends school.
They will include:
e Details of the student’s attendance record and of the offences
e The benefits of regular attendance and the duty of parents under section 7 of the Education
Act 1996
o Details of the support provided so far
e Opportunities for further support, or to access previously provided support that was not
engaged with
e A clear warning that a penalty notice may be issued if attendance doesn’t improve within the
improvement period, along with details of what sufficient improvement looks like, which will
be decided on a case-by-case basis
o A clear timeframe of between 3 and 6 weeks for the improvement period
e The grounds on which a penalty notice may be issued before the end of the improvement
period

14. Links to other policies and guidance
Click on links below or visit school website: Information = Policies, Ofsted and GDPR

e Admissions policy
e CME policy — Child Missing Education
e Behaviour policy

e Safeguarding policy

e SEND policy
e Supporting students with medical conditions policy

Relevant Department for Education guidance:

e DfE working together to improve school attendance
e DfE mental health issues affecting a student’s attendance
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Appendix | - Camden Attendance Guidelines

How much education is your child missing? £3Camden

Descriptor Threshold ctual Whole Days | Learning
Attendance Attendance Absent Hours Lost

Excellent 190 days
188 days 2 10
Good 186 days 4 20
184 days 6 30
182.5 days .5 37.5
Cause for 95% 180.5 days 9.5 475
concern 94% 179 days 11 55
93% 177 days 13 65
92% 175 days 15 o
91% 173 days 17 85
Unsatisfactory 171 days 19 95
169 days 21 105
167 days 23 115
165 days 25 125
Serious Cause 163 days 21 139
for Concern
Critical 161.5 days 28.5 142.5
159.5 days 305 1525
158 days 32 160
156 days 34 170
154 days 36 180

152 days 38 190




Appendix 2 — Parliament Hill School attendance strategy
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Appendix 3 - Attendance Matters Leaflet
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